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ST ANSELM’S CATHOLIC SCHOOL

JOB DESCRIPTION: Administration – Communication 
GRADE/SALARY RANGE: KS3
HOURS: 35 hours a week for 40 weeks a year
Person Specification
	
	Essential
	Desirable

	Qualifications
	· Good general standard of education, preferably to at least NVQ3 or equivalent
	Hold GCSE Maths and English, or equivalent 

	Specific Skills, Experience and Knowledge
	· Awareness and understanding of Health and Safety regulations 
· Competent in use of Word, PowerPoint, Excel, Outlook

· Knowledge of Safeguarding children and young people and Child Protection
· Experience of working with confidential information
	Previous experience of SIMS.

	Personal Qualities
	· Excellent record of punctuality and attendance

· Excellent written and verbal communication skills

· Able to remain calm under pressure, to prioritise work, to work effectively as part of a team and to manage change
· Ability to relate to pupils, their parents/carers and staff

· Exhibit flexibility, resourcefulness, initiative, adaptability, confidence
· Continually looking at ways to improve quality of service
· Approachable and a good sense of humour
· Willing to undertake relevant training to develop performance
· Supportive of the School’s Catholic Ethos
	Desire and potential to progress to further promotion


Responsibilities
· To be responsible for communication for events, such as trips and whole school events via School Comms

· To be responsible for booking school minibuses and to ensure that protocols are being followed. This includes ensuring MOT and service history is current and up to date.

· To assist Deputy School Business Manager with the functionality of EVOLVE along with the monitoring and processing of school trips and visits; and provide administrative support to staff as required to ensure compliance with policies and protocols.
· To assist Administration- School Welfare where required, logging medication, running reports and to deputise in the eventuality of absence.
· To provide First Aid to student as required or in the event of the absence of the Administration- School Welfare
· To distribute general e-mails directed to the school and other relevant information/communications to appropriate individuals.

· To ensure that the rota for SLT On-Call, Inclusion, and radios, are available up to date and functioning.

· To log behaviour incidents from SLT On-Call on SIMs.

· To ensure that lunch provision is available for students in Inclusion, this includes liaising with canteen re orders and charging of students.
· To log confiscated items and be responsible for confiscated phone logging protocols and procedures.
· To answer the telephone efficiently and promptly, forwarding or taking and passing on messages to the appropriate person or area with minimal delay. 

· To answer general queries and concerns of visitors and callers in a helpful and conscientious manner, seeking assistance where necessary. 
· Manage system to return student lost property
· To receive deliveries and post and to arrange for immediate distribution away from the reception area.

· To look for improvements that can be made to processes and/or procedures and implement as required.

· To be the professional and welcoming first point of contact within the school, responding to enquiries promptly and efficiently and passing the appropriate information to the correct member of staff.
· To welcome visitors and ensure that they all sign in and out and to be responsible for the safety of visitors in the event of emergency evacuation of the school premises. 

· To be vigilant in ensuring that no visitors enter the school without having first signed in and shown their credentials.

· To ensure the reception area is welcoming, up to date, clean and tidy.

Other

The Receptionist may be required to undertake any other reasonable tasks as required by the Headteacher.
This job description is current at the date shown, but, in consultation with the postholder, may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.
