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Job Description
Pay Scale Bucks Pay Range 3 points 16 to 30
Hours – 30 (8am – 2.30pm – half hour unpaid lunch break)

Accountable to:  Business Manager
 
Purpose of Job:	 Responsible for fulfilling the duties stated below, alongside supporting the effective and efficient working of the Office and Site Teams, including full receptionist duties.  Furthermore, supporting the school ethos and vision by providing a welcoming and professional impression of the school to parents and visitors to the school.		

Shaping the Future

All staff will work with the Headteacher, Senior Leadership Team and the Local Governing Board to deliver the vision for Haydon Abbey School and Pre-School and implement its aims, objectives, vision and values.
· Work with the Headteacher, SLT and Local Governing Board to contribute to the future direction of the school and support to plan for its future needs and further development within the local, national and international context
· Demonstrate high standards of personal integrity, loyalty, discretion and professionalism
· Assist in implementing school policies
· Support to ensure the whole school community is committed to its vision and values, motivated to achieve them and engaged in meeting all objectives and targets that secure the educational success of the school
Duties and Responsibilities: To undertake the following duties with minimal supervision, demonstrating a thorough knowledge of the work areas and a degree of independence of action and initiative.
Reception
· Responsibility for the School Reception, answering the telephone and taking and distributing messages as appropriate.  
· Reception duties as required to include receiving visitors, ensuring all visitors have signed into the Inventry system, read the Visitors’ Information and are aware of fire procedures. 
· Providing hospitality for visitors.  Ensure that all visitors are escorted to where they need to go to.  Ensure that all visitors to the school are offered refreshments as required.
· Distribute paperwork from the office appropriately.
· Check and receive deliveries and organise distribution as appropriate.

Emails and Post
· Responsibility for the office email account, sending and receiving emails on a daily basis and forwarding messages to staff members as appropriate. Ensure parent emails are acknowledged with a reply from the office address.
· Opening the post and forwarding to staff members as appropriate.

Parent Communication
· Send communication via Teachers2Parents to parents and staff
Admin
· Input and upload data onto SIMS as requested by the Business Manager, uploading reports and any other data required.
· Managing pupil absences – recording these accurately and contacting parents where needed. 
· Managing children with medical conditions ensuring paperwork is in place
· Check the School’s Bulletin online and highlighting any important updates for appropriate staff.
· Type up any letters required by staff to be sent to parents, checking for grammar and spelling errors or omissions and sending out to parents as required using the Teachers2Parents.
· Updating the internal school telephone numbers list displayed by each telephone and re-distributing around the school as necessary.
· Maintaining pupil records on SIMS & in paper files ensuring that pupil details are updated yearly.
· Maintenance of pupil contact sheets.
· Attending necessary training in order to carry out these duties.

Support for Senior Leadership Team 
· Support with any admin tasks required by SLT.
· Drafting and typing letters for the Headteacher/SLT and all necessary filing of correspondence.
· Refer to School Calendar to remain informed of upcoming events

Pupil Attendance
· Responsibility for daily registers of attendance.
· Completing first day calling each morning by 10am and liaise with the SLT regarding any unaccounted pupils.
· Preparing attendance reports and correspondence to parents regarding attendance in liaison with the Headteacher and Family Worker
· Complete weekly percentage of attendance for each class and termly attendance data on specific groups as required by the Headteacher and Family Worker

Staff Attendance
· Record and track staff attendance
· Ensure SIMS are records is up to date and notify payroll 
· As required follow the Health and Attendance policy and follow the trigger points accordingly
· Support SLT with relevant staff attendance meetings

Safeguarding
· Set up regular visitors with DBS straight onto inventory, set up with a visitor lanyard & badge, if they will not be part of the Single Central Record.
· Ensure all visitors receive an appropriate badge and lanyard.  
· Checking ID/ DBS as required for all visitors to the school and that contractors have signed the appropriate Logs.
· Update Single Central Record on SIMS, followed by an update on inventory. 
· Ensuring all aspects of GDPR are adhered to in relation to all duties


It is understood that the above duties and responsibilities may change from time to time to suit the needs of the school and pupils. You may be asked to move year groups / phase or support individual pupils to support pupils as and when necessary.


Developing a learning community
Through effective and inspiring leadership and management, each member of staff will support the Headteacher and SLT to build a dynamic learning community that enables and empowers others to achieve and excel:
· You need to model professional conduct and demonstrating high personal standards of credibility, expertise and commitment
· Support the implementation of highly effective communication systems that keep all members of the school community well informed appropriate to their roles and responsibilities
· Ensure highly constructive working relationships are formed and maintained between staff and pupils through excellent pastoral care
· Develop highly constructive professional relationships with and between staff, governors, and any other colleagues working with the school
· Create and maintain effective partnerships with parents and carers, the school and local community to broaden opportunities for pupils and enable them to achieve and excel
· Work in accordance with all policies adopted by the Local Governing Board 

Other Duties
· Contribute to a positive ethos for learning
· Promote the values and achievements of the school to the community
· Advise on resources needs
· Assist in the preparation and implementation of the School Development Plan
· To attend meetings as and when required
· Support after school events such as PTA events and parents’ meetings
· Undertake such reasonable activities that the Headteacher and Governors may, from time to time require

The post holder will contribute to the school’s objectives in service delivery by:
· Support the school towards its journey in school improvement by adhering closely to policies and procedures and being a good role model of the school’s vision and values
· Adhering to the school’s safeguarding procedures and attend relevant child protection training when required
· Enactment of Health and Safety requirements and initiatives as directed
· Ensuring compliance with Data legislation
· At all times operating within the school’s Equal Opportunities framework

The job description will be reviewed annually and may be subject to amendment or modifications at any time after consultation with the post holder and Governors.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.

Haydon Abbey School and Pre-School are committed to safeguarding and promoting the welfare of the children and young people.  We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

Note: The duties of the post may vary from time to time without changing the general character of the post or the level of responsibility

Signed (Headteacher) Miss A Ferdinand			Date: 


Signed ……………………………………….			Date:
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