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The Pathway Academy Trust
	Base School(s)
	Riverview Junior School

	Job Title:
	Receptionist / Attendance Officer

	Grade:
	Kent Range 3 

	Responsible to:
	School Business Manager


Purpose of the Job:

To provide an efficient reception service to support the smooth operation of the school

To provide general clerical or administrative support to the school under the direction or instruction of senior staff.
Key duties and responsibilities:
RECEPTION AND ADMINISTRATION ATTENDANCE
· Provide a first point of contact for visitors, pupils and parents at reception, delivering an efficient and professional service
· Monitor the arrival of visitors to the school, ensuring they sign in and out in accordance with school procedures and that security systems are followed
· Maintain the office and Reception area ensuring that the entrance to the school remains welcoming and tidy; update Office Noticeboard and manage Lost Property

· Prepare and distribute home/ school correspondence for approval by Head Teacher; utilising the school texting service as appropriate

· Answer enquiries received in person, by phone or via emails – responding to queries, relaying messages and acting on instructions as needed and referring on where appropriate

· Receive, open and distribute all incoming mail and deliveries and track circulation of correspondence in school as required.  Be responsible for all outgoing mail
· Work as part of a team to ensure the smooth running of the school admin areas, undertaking a range of administrative tasks – including word processing, data entry, filing, photocopying, shredding, and the sale of school uniform
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

FIRST AID/ PUPIL WELL-BEING

· Be the primary point of contact for First Aid/ Medical issues related to children; care plans; administer First Aid; contact parents if required; manage the administration of medicines within school; maintain First Aid records and supervise the medical room

· Administer medicines and first aid to pupils to ensure their welfare at school
· Ensure that First Aid boxes are fully stocked at all times, replenishing and re-ordering items when necessary
· Address the needs of pupils who are unwell or hurt during the school day

· Supervise any children waiting in the Reception Area
ATTENDANCE
· Prepare registers and update records and ensure information is shared as required

· Administration of attendance registers, checking absenteeism and reasons for absence.  File letters of absence

· Administration of requests for authorised absence.  Record in registers

· Record attendance information onto SIMS attendance module, looking for levels and patterns of absence.  Monitor patterns of absence and liaise with external attendance advisors

· Manage the school systems for recording late arrivals, liaising to ensure SIMs records are kept up-to-date and informing the Kitchen regarding impact on school meals
Job Holder…………………..…………………………………………….. Date ……………………….
Trust Business Manager..……………………………………...……….. Date………………………..
The Pathway Academy Trust
Person Specification: Receptionist / Attendance Officer
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.
	
	Criteria

	Qualifications
	· NVQ Level 2 or equivalent

	Experience
	· Proven administration experience.

· Previous experience of reception work or working in a customer service role.

	Skills and Abilities
	· Ability to provide a high level of customer service.

· Ability to deal calmly, tactfully and effectively a range of people.

· Ability to convey information clearly and accurately orally and in writing to a range of people.

· Ability to work in an organised and methodical manner.

· Ability to take personal responsibility for organising day to day workload.

· Ability to work effectively and supportively as a member of the school team.

· Able to use own initiative to solve problems and respond proactively to unexpected situations.

	Knowledge
	· Demonstrate a basic understanding of the work of a school.

· Knowledge of a range of computer applications – including work Word / Excel / Powerpoint / Outlook.

· Demonstrate an understanding of confidentiality and child protection issues in a school setting.
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