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Job Profile: Student Services Receptionist - Grade 5


	Job purpose:
	To provide a confidential and high quality administrative service to the 
Designated Safeguarding Lead and the Behaviour and Safeguarding 
Team, ensuring accurate and detailed records are kept 

Support the team with arranging meetings with parents /carers and 
external agencies, where appropriate 


	Reporting to:
	Deputy Headteacher, Assistant Headteacher

	Responsible for - Staff
	N/A

	Liaising with:
	Headteacher, teaching and support staff, Governors, parents, LA, DfE, and internal and external stakeholders                             

	Grade of post:
	G5

	Disclosure level:
	Enhanced




	Job Outline


	
· Using SIMS and other school software packages to record all attendance data 
· Ensure that all urgent messages reach students
· Record pupils who are late arriving for school
· Arrange for students transport to their home, doctor or hospital, seeking advice from a Head of Year or Senior Member of staff if required
· Manage all documentation associated with accidents, composing reports and communicating clearly to parents, staff, LA representatives, governors and Health & Safety Executive as appropriate, ensuring accidents are recorded in the accident book
· Liaising with SENCO, locate student information and medical records and update the SIMS database
· Ensure that all medicines brought into school are stored appropriately in line with H&S policies and the Medication Policy. Maintaining records of medicines and liaising with parents and external nurses especially in relation to use by dates and administration. Supervise administration of medicine and administer medication to students when required
· When requested by the line manager, to manage, compose, monitor and evaluate relevant policies relating to first aid, supporting students with medical conditions, administering medicines and storage of medicines. Including reporting to RIDDOR
· Be responsible for the welfare of students who access Student Services. Communicating with parents and agencies where appropriate when the welfare of an individual student is cause for concern
· Liaise with the Safeguarding Team to ensure the welfare and support of students remains a priority at all times
· Developing good relationships with students based on trust, respect and support
· Maintain and update the register of First Aiders on the school staff
· Compile, maintain and file reports, records and other documents as required
· To produce a range of data and provide reports as required
· To maintain and update manual and computer records/returns management information systems
· Manage and undertake a range of administrative processes as required
· To deal with and respond to enquiries from staff, pupils, parents and outside agencies
· To undertake administration and reception duties for the school as required
· The jobholder will be required to undertake pupil first aid/welfare duties including liaising with parents/carers and staff





	Other Specific Duties

	
· Support the school ethos and maintain the school’s values. 
· Maintain confidentiality at all times.
· Contribute to the safeguarding and promotion of the welfare and personal care of students with regard to Child Protection procedures. 
· Carry out the role in the most effective, efficient and economic manner available.
· Continue personal development in the relevant area.
· Participate in the staff review and development appraisal process.
· Undertake Health and Safety training, as appropriate, within the designated work area. 



Signatures / Authorisation

Job profiles are general, rather than explicitly describing any particular role and staff would not necessarily be expected to carry out all of the activities described. However, staff may also be expected to undertake some duties which are not detailed in the job profile.

I/we agree that this job profile is an accurate reflection of the duties, skills and responsibilities of the post.  
								                  
	Name
	Signature
	Date

	Headteacher:
	
	

	Jobholder:
	
	









	











Person Specification: Attendance /Admin - Grade 5

	


A.	Experience

	
	Essential
	Desirable

	Proven experience of undertaking a range of administrative tasks
	E
	

	Experience of processing data
	E
	

	Experience of using various ICT systems and procedures
	E
	

	Proven experience of working within a school office environment
	
	D

	Previous experience of working with children of a relevant age
	
	D



B.	Training and Qualifications

	
	Essential
	Desirable

	3 X GCSE’s to include English and Maths or equivalent level of qualification
	E
	

	Requirement to hold a current First Aid at Work certificate (or willingness to undertake)
	E
	

	Previous supervisory experience
	
	D



C.	Knowledge and Understanding

	
	Essential
	Desirable

	Knowledge of health &safety of medications and first aid requirements to support the school maintain within the law
	E
	

	Knowledge of education and Local Authority organisations
	
	D

	Knowledge of school related office procedures
	
	D

	Knowledge of working within a school setting or learning resource facility
	
	D



D.	Personal Skills, Abilities and Competencies

	
	Essential
	Desirable

	Sound organisational skills to provide administrative support to meetings and other events i.e. taking minutes 
	E
	


	Very good communication skills  to deal with a range of people                                  
	E
	

	Ability to self-motivate
	E
	

	Ability to use initiative to respond to and resolve problems within recognised procedures
	E
	

	Ability to deliver polite, courteous and efficient customer service
	E
	

	Ability to prioritise own tasks and those of others
	E
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E.	Legal Issues 

	
	Essential
	Desirable

	Legally entitled to work in the UK
	E
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