Leybourne Ss Peter & Paul CEP Academy
JOB DESCRIPTION: 
Temporary Receptionist, Attendance and Admissions Officer
Pay Grade: Tenax Kent Range 3 FTE £24,513 

Actual salary £10,827 per annum
Hours of Work: 8:15am – 12:15pm followed by 1:15pm – 3:45pm
Monday, Tuesday and Friday Term Time Only
Main duties and Job Purpose:

To be a welcoming and professional ambassador to our school at all times.  This post helps to deliver a happy, caring and efficient school office and reception.  The position is part of the Office Administrative Support Team.

Reception

· To work as a member of the school office team, being the first point of call for parents and visitors to the school.   

· Dealing with queries face to face, answering telephone calls and emails, and responding to day to day questions about school day and arrangements.  

· Ensure school security and safeguarding arrangements are always complied with, including the issue of visitor’s badges and signing in and out of the visitor’s register.

· Accept and sign for deliveries as appropriate.  
· When required, provide hospitality for all visitors to the school.

Arbor
· Help to maintain and operate the Arbor system, which may include:

· Setting up academic year groups or admission groups

· Inputting new pupil details including the input of house colours.
· Input changes to pupil records when advised by parents.
· Produce data collection sheets, including absence.
· Design reports as required by staff

· Send CTFs to schools when children leave

· Input CTFs for joiners.
· Input exclusions on the system and liaise with LA

· Liaise with photographers on dates/input reports onto Arbor/input pupil & staff photos.

· Complete pupil termly census returns.

· Input PPG children

Reporting to DfE, LA and the Tenax Schools Trust
· Completion of transfer to secondary school information to admissions

· Completion of sibling information for starting school to admissions

· Liaise with admissions and new parents of new/prospective pupils
· Provide Headteacher with necessary data for reports to the Trust.
Clerical

· To provide general clerical support as required.

· To undertake photocopying as required, including assisting other users with photocopier use and basic maintenance of the photocopier e.g. changing toner cartridges.  Liaise with photocopier provider to resolve issues quickly.

· To produce letters and other documents as required by the SLT & Teachers.
· Manage and maintain appropriate filing systems.

· Work with staff to maintain appropriate stock levels for administrative and curriculum purposes.

· To share responsibility for the school’s website and keep it updated 
· Any other reasonable responsibilities consummate with the grade as required by School Business Manager, SLT and the Headteacher.
· School photographs, medical checks for designated year groups etc.
Attendance

· Monitor attendance and punctuality and send reports to the Headteacher.
· Liaise with the LA as required.
Admissions

· Work with the Headteacher to produce the necessary documents required for the New Intake and Casual Admissions.
Communication
· Produce the weekly news bulletin for parents.

Ad-Hoc

· Ensure compliance with GDPR (school contact & admin of systems e.g. DPO, GDPRiS) & Data Protection legislation 
First Aid

· First Aid qualification would be an advantage.

This job description is not a comprehensive definition of the post. Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as identified below. 

General Expectations:

The duties may be varied to meet changed circumstances in a manner compatible with the post held, at the reasonable direction of the Head teacher. This job description does not form part of the contract of employment.  It describes the way in which the staff member is expected and required to perform and complete the particular duties as set out above.

