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	JOB DESCRIPTION
Reception and Administrative Assistant




	Job Information: 
Job Title:  Receptionist and Administrative Assistant 
Company:  Diocese of Hereford Multi-Academy Trust
Academy: The Hereford Church of England Academy
Salary: Grade 3 point 3 to 4 £24,796 to £25,185 FTE [actual salary £21,329 to £21,663] Increment pending
Hours: 37 hours per week term time only + 5 PDD Days
Fixed Term to 31st August 2027

	Organisational information: 
Responsible to:  Senior Admin Officer
Functional links with:  Students, parents, staff, governors

	Main Purpose of Job:  
To provide administrative, secretarial and reception support for The Academy
To provide first aid support as required


	Job Activities: 

Reception Tasks
· Manning the front of house reception as required
· Welcome and sign in visitors, checking and recording ID for safeguarding purposes 
· Answering phone calls and passing on information
· Ensure a tidy and welcoming reception area
· Accepting deliveries and arranging for them to be taken to offices & classrooms

Administrative Tasks
· To undertake general administration tasks, including producing routine correspondence and documents, filing, scanning and photocopying.
· Sorting & distributing incoming post and preparing outward post, including delivery of post and messages to classrooms and office around the school.  Disseminate information to appropriate staff to include via secure file transfer system
· To support the administration team generally in data entry, production of reports and documents, including administrative tasks to support the SLT, SENCO or other staff as directed.
· To support the administration team in preparation for Transition Evening, Celebration Evening and Parents Evenings, to include preparation of documents and Certificates in association with the Senior Admin Officer and to assist on the evenings if required (overtime is claimable for additional evening support)
· Provide administrative support for Primary Transition, including Y6-Y7 Transition Arrangements, Summer School and Primary School masterclasses
· To maintain records of stationery supplies and other resources.  To discuss any shortages with the Senior Admin Officer and initiate and process orders, as directed.
· To arrange reviews and meetings as directed, to include attending / minuting of meetings as required.  
· To generate communication to parents and disseminate, including via digital systems.  Provide copies to relevant authorities, ensuring appointments are made and meeting rooms booked, where appropriate.
· To complete appropriate documentation relating to detentions, exclusions and special educational needs etc, as directed.
· To liaise with the Clerk to the Governing body as necessary 
· To provide administrative support for the student rewards system, including producing weekly update of rewards information to be displayed on school screens.  
· To ensuring appropriate information gathering, GDPR compliance and accurate data entry for all tasks undertaken.


First Aid 
· Be a holder of First Aid at Work Certificate and support the First Aid and Welfare Officer as back-up in the Academy First Aid requirements.

Disclosure type:  enhanced 

Note: This Job Description covers the main duties and responsibilities of the job. Other activities commensurate with this Job Description may from time to time be required from the Job Holder. 


	Date Job Description reviewed:  
	September 2026

	Line Manager Name: 
 

	Line Manager Signature: 

Date: 
 

	Post Holder Name:  
 

	Post Holder Signature: 
 
Date: 
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	PERSON SPECIFICATION
Reception and Administrative Assistant 




	Job Information: 
Job Title:  Receptionist and Administrative Assistant 
Company:  Diocese of Hereford Multi-Academy Trust
Academy: The Hereford Church of England Academy
Salary: Grade 3 point 3 to 4 £24,796 to £25,185 FTE [actual salary £21,329 to £21,663] Increment pending
Hours: 37 hours per week term time only + 5 PDD Days
Fixed Term to 31st August 2027

	
	Essential 
	Desirable
	Method of 
Assessment* 

	
Experience 
	· Experience of working in a busy administrative environment 
· Experience of administering First Aid 
	· Experience of working in an educational environment
	AF, I 

	
Skills and Abilities 

	· Good communication skills (written and verbal) and high level of interpersonal skills with students, parents/carers and professionals/agencies.
· Well organised and flexible approach to work 
· Ability and commitment to working constructively and supportively as part of a team.
· Good attention to detail 
· Computer literate with good keyboard skills
· Able to work on own initiative 
	· Ability to take minutes and transcribe accurately or commitment to learning these skills

	AF, I 

	
Qualifications and Training 
	· GCSE Maths and English or equivalent
· Conversant in Microsoft Office including Word and Excel
· First Aid at Work certificate or willingness to train
	· Secretarial or administrative qualification
	AF 

	
Other Factors 

	· Commitment to working with young people 
· Willingness to work in support of the inclusive ethos of The Academy
· Have personal impact, self-confidence and presence
· Display energy, enthusiasm, commitment and perseverance 
· Be adaptable to changes in circumstances and new ideas with a willingness to work flexibly within the team 
· Have a mature attitude and outlook with regards to decision making 
· Set a good example by one’s own presentation, personal and professional conduct
· Willingness to attend Transition, Celebration and other evening events
· DBS Check at enhanced level 
· A commitment to ongoing professional development
	
	AF, I 

	Date Person Specification reviewed: 
	
	September 2026

	Line Manager Name:  
	
	Line Manager Signature: 

Date: 

	Post Holder Name:  
	
	Post Holder Signature:  
 
Date:  


*Method of Assessment: AF = Application Form; I = Interview
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