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JOB DESCRIPTION
Job Title: Receptionist at Bootham Junior School
Reports to: The Office Manager
Line Manager of:  None
Key Contacts and Relationships:
All staff, pupils and parents at the junior school, in particular the Office manager, the Deputy Head and external visitors.
Overall Purpose:  To provide accurate, pro-active and professional administrative support to all aspects of daily life at the junior school, supporting the Office Manager.  To provide a warm and welcoming ‘front of house’ to all parents, pupils and visitors to the junior school. 
Key Accountabilities:
· Assist with data entry on the school database, iSAMS
· Deal with all documentation in a secure and confidential manner and with regard for data protection requirements (GDPR)

· Carry out administration relating to the Childcare Voucher Scheme under the direction of the Office Manager
· Working closely with the Office Manager, provide general administration for the school including trips, letters to parents, booking coaches and minibuses, liaising with teachers to ensure copies of risk assessments are recorded and overseeing the collection of monetary contributions
· Act as the school’s Educational visits Coordinator, responsible for the administration of school trips and activities to ensure that they are organised in line with school policy.

· Reception duties including answering the telephone, taking messages and meeting and greeting visitors to the school in a professional, welcoming and efficient manner
· Be responsible for the placement and receipt of orders for teaching resources, as requested by teaching staff 
· Daily distribution of post to staff pigeon holes 

· Ensure that volunteers and contractors provide appropriate forms of identification on arrival and that new staff provide the appropriate paperwork required by HR
· Upload letters and documents to the parent portal as required
· Report maintenance and repairs issues via Collegiate

· To add events to the school iSAMS calendar

· Record staff absences on the HR system

· Act as the Appointed Person for First Aid

· Provide administrative support for the Activities Co-ordinator including maintaining the database, sending out letters etc
· Occasional supervision of playground at breaks times may be required
Registration

· To pick up voicemail messages and record any absences on the form registers before the beginning of morning registration
· To check that all morning and afternoon registers have been completed and chase up any that haven’t

· To contact parents if pupils are still unregistered after completing the morning registration process and a reason for absence has not been provided

· To print out a copy of the registration status report from iSAMS as part of the Fire Register
· To run weekly and half-termly absence and late reports
Other:

· Undertaking duties in line with the Health and Safety policies of the School.

· To engage actively with the School’s performance development review processes and take responsibility for own development.

· To promote and uphold the School’s values in relation to Equality and Diversity.

· To promote and safeguard the welfare of children and young persons and ensure compliance with the school’s Child Protection Policy Statement at all times.

· To understand the issues of radicalisation and to refer concerns appropriately.

· Any other duties as requested by your Line Manager.

Skills and Competences required in the role:

· A flexible attitude to work and a friendly, welcoming personality with excellent communication skills 

· A calm, understanding and patient manner with young children is essential

· Experience of working in an education setting is desirable

· Previous experience of working with databases would be advantageous

· Computer literacy and confidence using Microsoft packages, in particular, Word, Excel, and Outlook 
· Good attention to detail is essential

· Understanding the GDPR compliance requirements and the need for confidentiality 
Training for the Educational Visits Coordinator (EVC) and Appointed Person (1st Aid) will be given
It is the joint responsibility of the role holder and their line manager to review and update the job description as required.

………………………………………………………………………………………………………………………………………….

Confirmation of acceptance of the above job description:

Signed: ……………………………………………………………………………….
Date:………………………….
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