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	JOB DESCRIPTION

	JOB TITLE
	Receptionist/Aministrator

	JOB GRADE
	NJC Scale 2 – points 3-4

	REPORTING TO
	PA to the Principal

	

	JOB PURPOSE

	
· To support the collaborative work across the administration hub, providing additional support where needed
· To act as first point of contact for students, visitors and telephone enquiries, ensuring they are dealt with efficiently, swiftly and courteously; providing general advice/information where possible, redirecting enquiries where appropriate
· To assist in the provision of an efficient and effective clerical support
· To support the collaborative work across the School and within the local community
· To embody the values, vision and ethos of the Central Region Schools Trust and assist the Principal in delivering policy which will ensure high quality and successful outcomes
· 

	ADMINSTRATIVE/MAIN RECEPTION DUTIES

	
· Act as a point of contact for students, parents, teaching staff and visitors to Reception, providing a professional service at all times
· Answering telephone calls and filtering calls and ensuring all messages are promptly distributed via the school internal email system.
· Communicate and liaise clearly, verbally and in writing, between all stakeholders 
· Assist the Admin hub with administrative support, covering for absent colleagues as and when required
· Produce a range of documents using software packages (Excel, Word) 
· Input information onto School databases and spreadsheets and extract information as directed
· File documentation in accordance with filing system
· Any other reasonable duties as requested by line manager and/or Principal


	· OTHER

	
· Carry out First Aid for students and staff as required (after training provided) to include contact with staff and parents as appropriate.
· Undertake such other duties related to the work of the post as may be assigned by the PA to the Principal
· Maintain regular consistent and professional attendance, punctuality, personal appearance, and adherence to relevant health & safety procedures


	· PROFESSIONAL DEVELOPMENT

	
· Participate in professional development opportunities, willingness to develop additional skills and expertise
· Keep up-to-date with current educational developments and legislation affecting academy operations within your area of responsibility



The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. An Enhanced DBS check is required for the successful applicant.
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