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ROWAN GATE PRIMARY SCHOOL
JOB DESCRIPTION
ADMINISTRATIVE ASSISTANT – RECEPTION 

Responsible to:  The Office and Compliance Manager. May also work under the direction of the School Business Manager and Headteacher.

Hours: 37 hours per week (Monday – Thursday 8am – 4pm & Friday 8:15am – 3:45pm (inclusive of 30mins unpaid lunchbreak) over 39 weeks per year term time plus training days.  

Location: Flexibility to work across any of our Rowan Gate Primary School sites. 

Scale Point: Grade E – points 4-5

Context of the School 
Rowan Gate Primary School is a special primary school catering for pupils in East Northamptonshire with severe and complex needs, including ASD and PMLD.  The school provides for pupils over four sites which are approximately 6 miles apart within the Wellingborough and Rushden areas.

We firmly believe in ensuring access to the whole curriculum which is differentiated to meet the needs of individual children, working with patience and flexibility to ensure that all children reach their full potential. Where appropriate, we use a range of therapeutic interventions to support access to the curriculum, working alongside external providers. 

Job Purpose

To provide a professional and welcoming reception service at the designated school site, supporting day-to-day administrative operations. 

The postholder may be required to work across other school sites on occasion to support operational needs.



Key Responsibilities:

Reception & Administrative Support:

· Have an in-depth understanding of school administration processes, including the use of management systems such as SIMS.net 

Act as first contact for parents, teaching and non-teaching staff, governors, pupils and other professionals, either at front of house, over the telephone or via email, directing their enquiries appropriately ensuring safeguarding procedures are followed.

· To ensure that enquiries from parents, teaching and non-teaching staff, governors, pupils and other professionals are dealt with as appropriate. 

· Assist Catering Company with registering and recording daily numbers for school meals.

· To collect and record monies for school snack, visits and other school activities, preparing income to be banked in line with agreed procedures. 

· Manage outgoing post and deliveries

· To maintain filing systems with the school office.

· To carry out the day to day management of the SIMS Pupils Database, taking guidance from the Administrator. 

· To know and follow procedures in the event of fire, accident or other emergencies 

Cross-Site Support:

Provide administrative at other school sites when required.

Collaborate with colleagues across sites to ensure consistency and efficiency in processes.

Undertake continuous professional development as identified in the School Improvement Plan and annual appraisals. 


Safeguarding Statement:

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced DBS check and satisfactory references.


This job description is a broad overview of the post. It is not an exhaustive list of all possible duties, and it is recognised that jobs change and evolve over time. The post holder may be required to carry out any other duties that are necessary to fulfil the purpose of the job.
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