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	Job Title 
	School Business Assistant - Reception

	Location 
	Ashgate Croft School

	Reporting to 
	School Business Manager

	Effective date  
	 

	Hours 
	31.25 hours (08.30am-15:15pm Monday to Friday)

	Weeks 
	Term-time 

	Salary Range 
	Grade 6
 


 	
	Key Responsibilities 

	All staff at Ashgate Croft School are expected to:
· Contribute to the overall ethos, work and aims of the school.  
· Develop positive, well maintained, and productive relationships with colleagues in school, across the Trust and with external agencies, setting an example of personal integrity and professionalism. 
· Employ efficient strategies saving time and resources.
· Be excellent practitioners and team members who adhere to high professional standards.
· Work together effectively by following the code of conduct.
· Share information openly, broadly, and deliberately with relevant parties.
· To ensure policies and procedures are effective. 
· To provide compassionately candid feedback to help improve school and Trust provision.  
· To seek continuous improvement in policies, procedures, and self-development.
· Be aware of and ensure equal opportunities for all. 

	Purpose of the Role

	As the School Business Administrator (Reception), you will help ensure the school and Trust run efficiently by overseeing the day‑to‑day operation of the school reception and providing vital administrative support.


	Core Tasks

	· To provide a welcoming and helpful first point of contact for visitors, responding to enquiries, directing them to the appropriate area within the school, and promptly notifying the relevant staff member of their arrival. 
· Ensure the security of the school site by strictly adhering to procedures for identifying, signing in, and monitoring visitors and agency supply staff. Being the main point of contact for incoming and outgoing communications, including phone calls, emails (such as the ACS Info mailbox), and messages, ensuring they reach the correct staff promptly and in line with procedures.
· Support the school attendance team by being responsible for:
I.  Follow the daily pupil attendance procedure, contacting parents/carers when needed, ensuring all records are completed on time, and distributing the daily pupil absence list to relevant staff within required deadlines. 
II. Write letters regarding absence issues and fines, and send texts, as directed.
III. Run attendance reports as required. 
IV. Log exclusion data as required when directed. 
· Maintain the MIS database, including completing termly census returns and other statistical reports required by the School, LA, and DfE, and updating case notes where needed.
· Administer the DfE S2S platform to ensure the secure exchange of pupil data, including managing CTF files for all starters and leavers. Maintain accurate pupil records by processing annual pupil update forms, proactively request missing CTF files from previous schools, and complete all associated tasks on the new‑pupil checklist.
·  Issue Bursary letters and the Bursary Policy to all eligible students, as directed by Finance/HR/SBA, and ensure all eligible pupils are accurately added to the MIS system. 
· Manage all administrative processes related to pupil and staff school meals, including free school meal allocations, dinner‑money debt recovery, and the daily monitoring and recording of online payments. Ensure daily meal orders are provided to the kitchen within required deadlines and that weekly totals are accurately entered into the relevant spreadsheet
· Add pupils eligible for Pupil Premium to the MIS system.
· Communicate with Parents/Carers, Staff and Transport using the school’s online communication system. 
· Act as the main point of contact for the school‑uniform ordering system (School Trends), including sharing the ordering link with Parents/Carers and staff as required. 
· Undertake a range of clerical and administrative duties, including:
Key security: Daily monitoring and management of minibus keys.
School mobile phones: Maintaining a log of phones being signed in/out, ensuring they are fully charged on return and switched off at the end of the day.
Going‑out packs: Creating and managing class going‑out packs, keeping them updated with pupil changes, and issuing them to classes for school trips.
Mail handling: Opening and distributing incoming mail and parcels to the appropriate staff.
 Outgoing post: Preparing and sending outgoing post, including making visits to the Post Office when required.
Administrative support: Providing word processing, text‑messaging, and email support to the Admin Team, Teachers, and Support Staff.
Kitchen admin support: Assisting kitchen staff with administrative tasks as required.
Lost property: Logging, organising, and ensuring the safekeeping of lost property.
Reprographics: Completing photocopying, binding, collating, stapling, scanning, and laminating tasks.
Booking management: Maintaining and updating booking spreadsheets for meeting rooms and minibuses. 
Process improvement: Redesigning and improving administrative systems/processes as required.
Transport‑related duties:
Updating the Transport List each September.
Liaising with the Matlock SEND Transport Team regarding any issues raised in school.
Checking, signing, and emailing travel‑claim forms submitted by parents.


	                                                                    Other Duties

	• To undertake any other duties which may reasonably be regarded as within the nature of the duties/responsibilities/grade of the post as specified by the Headteacher/School Business Manager/Trust Business Manager or Trust.
• Comply with policies and procedures relating to child protection, health, safety and security, confidentiality, and data protection, reporting all concerns to an appropriate person.






image1.png
@ Ledirners”
Trust




image2.png




image3.png




image4.png




