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JOB TITLE: - Administration Assistant/Receptionist – Grade 3
RESPONSIBLE TO: - Office Manager
Main duties and responsibilities:

· To provide administrative and secretarial support to the Headteacher and Office Manager, including typing/word processing, taking minutes, making and receiving telephone calls/emails/post, making diary appointments, arranging hospitality and distributing post.
· Responsible for being the first point of contact for the Head Teacher, welcoming visitors and parents to the school in a warm and sensitive way ensuring that H&S and safeguarding procedures are followed, including signing in/out of Inventry.
· Operate SIMS, ParentPay, Fastrak meal ordering system and FMS systems.

· To assist with the collection, recording, reconciling and banking of monies (e.g. school photographs, school visits, dinner money etc); chasing up late payments with parents where necessary.
· To ensure pupils arriving late are recorded in registers.

· Contact parents of pupils who are absent and have not contacted the school to establish reason for absence.

· To collate all pupil registers and ensure that the kitchen staff are given accurate pupil numbers every day.

· To complete statistical returns, in relation to school meals, in a timely and accurate fashion.

· To undertake administrative duties in respect of school meals, including online payments and associated paperwork.
· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.
· Responsible for liaising with kitchen staff, lunchtime supervisory assistants, caretaker and cleaners including the reporting of and monitoring repairs to fabric and equipment.

· Responsible for ensuring all database systems, including calendar management and appointment making, are kept up to date and current to ensure contact can be made when necessary with all members of staff and pupils.

· Responsible for the receiving of delivered goods, checking goods against delivery notes/invoices, arranging for their storage or distribution within school, maintaining accurate stock/asset registers and managing stock levels.

· Deal with all reprographic requests made by staff.

· Responsible for ensuring all necessary administrative tasks are covered and carried out to ensure the smooth running of the school and all Authority processes and procedures are followed.
· Answering telephone calls, taking messages and collaborating with staff and outside agencies.
· To attend any training courses relevant to the post, ensuring continuing personal and professional development.
· Role requires working with a team.

· Ability to present oneself as a role model to pupils in; speech, dress, behaviour and attitude.

· Provide appropriate help throughout the day including break and lunchtime monitoring and pre/post school activities as necessary.
· Provide pastoral care and support to sick and injured children taking appropriate action as necessary ensuring parents and school staff are fully informed of incidents and accidents.
· Maintain accident records as required.
· To make a positive contribution to the school, supporting and promoting its ethos and aims.

· Display a high degree of integrity and discretion especially when dealing with sensitive information.

· Adhere to the policies of the Governing Body in respect of all aspects of safeguarding and promoting the welfare of children and young people.

· The Post holder may undertake any other duties that are commensurate with the post.
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