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	ORCHARDS ACADEMY JOB DESCRIPTION

RECEPTIONIST/ADMIN ASSISTANT


	Job Title: Receptionist/Admin Assistant
	Responsible to:  Admin & Finance Manager
	Hours per week: 37

	Generic Duties and Responsibilities

	To support and follow the Academy’s policies by:

· Proactively promoting excellent working conditions and working to promote support systems for the staff and the Academy.

· Be committed to safeguarding and promoting the welfare of children and young people

· Maintain awareness of and commitment to the Academy’s equal opportunities policy in relation to both employment and service delivery.

· To ensure full compliance with the Health and Safety at Work Act, Data Protection Act and other relevant legislation.

	Specific Aims and Objectives

	· To provide an exceptional administration/Reception service to all staff, students and visitors to the Academy.

	Professional Duties

	· Welcoming visitors and signing them in on the reception system. 

· Answering all telephone calls, directing them and emailing relevant staff when necessary. 

· Assisting students with their day-to-day requirements, including signing them in and out when needed and administering medication if approved.

· During a fire drill, take medical and signing out books, and print off Fire Report.

· Receive goods and post in, distribute where necessary.

· Ensuring the Free School Meals list is up to date and notify parents if required and updating on Sims.

· Assisting with general admin duties and supporting the admin team when required.

· Any duties deemed reasonable by the Head Teacher.

	Signed: 
	Post Holder
	Date:

	Signed:
	Headteacher
	Review Date: OCTOBER 2023
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