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JOB DESCRIPTION FOR: Receptionist and Administration Assistant (Maternity Cover)

	JOB PURPOSE 
To support non-teaching and teaching activity and resources in order  to develop the infrastructure and working / learning environment  required to ensure excellent teaching and learning, pupil care and  safety. 
RESPONSIBLE TO: School Business Manager 
	CONTRACT – Temporary Maternity Cover full-time term time only. 
HOURS PER WEEK  
1 x post at 37.5 hours per week 
8.00am-4.00pm Monday to Friday

	RESPONSIBILITIES 
	TYPICAL DUTIES

	General 
	To carry out any other reasonable duties within the overall function, Commensurate with the grading and level of responsibility of the  job. 
Build a strong relationship with the HT, GB, staff, parents and pupils.  Work as part of the school team  
Maintain a strict code of confidentiality within and outside school  Be willing to attend training and development events  
Ensure action taken regarding H&S issues

	Communication to all Stakeholders  
To ensure communication to all stakeholders is consistent, accurate  and in good time.  
To ensure all correspondence reflects school as a professional  organisation. 
	· Welcome visitors, taking calls in a manner which reflects the  school ethos and handling enquiries appropriately. 
· Ensure all phone messages are passed promptly to the relevant staff member for action 
· Ensure all Children’s Services/social worker/ safeguarding  phone calls are passed to a designated leader (HT or DHT  only)  
· Ensure line management procedure is followed where  necessary - class teacher- assistant head- deputy head headteacher.  
· Ensure all written communication (letters, texts and emails) are grammatically correct, without errors or mistakes. 

	Reception / Administration Duties  
 
	· To undertake reception duties as required, welcoming  visitors, taking calls in a manner which reflects the school  ethos and handling enquiries appropriately 
· Ensure all staff sign in and out daily for health and safety  purposes 
· Ensure correct use of reception ‘hatch’ to monitor visitors  into school. 
· Ensure all visitors are signed in and out, badged appropriately, have copies of the safeguarding leaflet and are  aware of the fire procedures  
· Ensure attendance information is passed to the HT by 10:00 daily 
· Be proactive in providing school information for parents using  website as guide 
· First aider - Pupil first aid/welfare duties, looking after ill children and liaising with parents/staff etc. following school  policy and procedure 
· Ensure role allocated fire safety procedures are carried out as  per fire evacuation procedure  
· Maintain first aid stock for the reception area 
· Liaise with the site manager to ensure the reception area is  clear of deliveries. 
· Ensure rooms are allocated for meetings and refreshments  organised where necessary 
· Email/ text parents as/when required 
· Book coaches for school visits ensuring the best possible price. 
· Assist with arrangements for visits by school nurse,  photographer, etc. as directed by SLT  
· Organise governor and visitor refreshments for meetings 
· Ensure front of school has updated forms for parents e.g.  leave of absence, nursery admissions etc  
· Attend office meetings for all clerical staff to aid good  communication.
· Ensure ‘clear desk policy’ at the end of the school day 
· Ensure the office and reception environment reflects a  professional organisation at all times. 
· Copy and distribute school policies ensuring ‘‘signed and  read’ notes.  
· Copy and file/envelope Annual Reports for parents with  copies in pupils’ own folders 
· Administration/ General admin support to senior staff
· Enter school trips and activities on the Arbor system, ensure prices for trips agreed by SBM, monitoring payments,  communicating with parents using templated letters where  necessary.  
· Ensure all relevant forms are created and completed in  relation to school trips and events.  
· Ensure all filing cabinets and drawers in the school office are locked at the end of each day. 
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Lickey Hills Primary School & Nursery

dream together - believe together - achieve together
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