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Job description –Receptionist/Administration Assistant 
School
 
The Discovery School

Salary 

KSB
Working under the direction and guidance of the Office Manager and Head teacher to carry out a wide range of administration tasks to run a friendly, efficient school office.

Duties & Responsibilities


General Reception/Administration Duties

· Receptionist – dealing with majority of parental/pupil queries, visitors and deliveries, supported by office team.
· First aid – dealing with majority of injuries during class time, supported by office team.
· Office diarist – responsible for checking school diary and sending weekly reminder to parents via Schoolcomms.
· Class trips/school journey – responsible for completing school trip/event template – supported by office team and class teachers.  To be responsible for informing KCC and E-Volve if out of county for insurance purposes.
· Arrange and book swimming sessions with Leisure Centre, including booking coaches and sending letters and consent forms to parents.
· Effective administration of Breakfast/ After School club including ensuring information held is up to date and processed accurately, adding childcare vouchers to the system and chasing arrears. 
· General typing letters and memoranda. Composing letters for signature etc.
· General administration duties, filing, photocopying, distribution of mail to parents/governors, duties connected with the recruitment of staff, and or/pupils.

· Computer work – update SIMs pupil database, records, extract information and produce ad hoc reports/print outs.
· To collect, check and record monies.

· Aid Senior Leadership Team with organisation of key events and general clerical matters.
· Supply staff bookings – responsible for managing bookings, checking timesheets and maintaining accurate records to include collecting DBS checks.
Shared Responsibility for Pupil Records

· Collection and maintenance of pupil records.

· To help organise medicals, liaising with the doctor, school nurses and local health authority, as appropriate.

· Monitoring pupil absence, lateness and to make ‘first day’ telephone calls.

· Collating attendance and meal registers and informing the kitchen of dinner numbers.

· Administration of free school meals entitlement.

· Print, check, collate and dispatch pupil reports.

Specific Responsibilities
· To be first point of contact for all visitors and callers.

· To be first point of contact for first aid.

· To be office diarist.
· To make tea and coffee for visitors
Other professional responsibilities

· Contribute to the overall ethos, aims and work of the school.
· Record any safeguarding concerns on CPOMS database

· Be aware of, uphold and contribute towards the development of the school policies and procedures, especially:

a) Health & Safety

b) Curriculum

c) SEND

d) Equal Opportunities

e) Safeguarding

f) Confidentiality

· Take an active part in appraising own work against agreed priorities and targets in accordance with the school’s performance management and supervision arrangements.

· Embrace any other duties that may reasonably be regarded as within the nature of the duties, responsibilities and grade of this post.
· To act as a Fire Warden once suitably trained.
· To follow the school’s policy and procedure for Child Protection and Safeguarding, reporting any concerns immediately to the Designated Safeguarding Leads (DSL).
· To comply with all aspects of the General Data Protection Regulations (GDPR).
The above lists are not extensive due to the nature of a busy school office. The post holder will be required to carry out other duties as the Head Teacher or Office Manager may from time to time require.

This job description may be amended at any time after discussion with you, but will be reviewed annually through the Performance Management process.

Signed 
 ……………………………………………





Name (printed)………………………………..

Date: ……………………………………………….
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