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	Park Way Primary School 




Job Description: Administrative Assistant/Receptionist
	Grade:
	Kent Range 

	Responsible to:
	Executive Assistant


Purpose of the Job:

As the 'face' of the school the Administrative Assistant/Receptionist should be welcoming, personable, helpful and able to represent the School in a professional and friendly manner. 

Key duties and responsibilities:

1. To act as first point of contact and meet and greet all parents and visitors to the school and ensure that they are dealt with in a professional and friendly manner.

2. Operate the school telephone system, directing or filtering call as appropriate and taking and conveying messages for staff and pupils as required.

3. Where necessary contact parents/guardians

4. Ensure that all visitors (including contractors) and pupils arriving late or leaving early comply with the schools signing in procedures.

5.  Ensure pupils are registered for school dinners or packed lunch. Collate daily meal numbers and notify the catering company.

6. Ensure that all contractors undertaking work on the school premises, sign the asbestos register accordingly.

7. To act as a first aider for the school and to provide first aid to pupils and staff, in accordance with our First Aid Policy and Procedures.

8. To be responsible for the administration of medications to pupils, keeping medicine stored safely in accordance with our policy and keeping parents informed. Logging medical issues and accidents.

9. Organise school medicals in line with school procedures.

10. Open post daily, sort, date stamp and distribute accordingly. Log and stamp all outgoing post. 

11. Assist the Executive Assistant to update both SIMS computerised and paper records for existing pupils as and when school is notified of any changes.

12. Assist the Executive Assistant to print, distribute, monitor returns and amend data sheets annually to update SIMS records.

13. To assist the Resources Manager in the ordering/ checking and distribution of goods.

14. Maintain the Free Schools Meals register using the computerised system.

15. Liaise with the Attendance Officer to ensure that attendance is recorded and monitored effectively.

16. Arrange collection and delivery of articles left at school for pupils by parents.

17. To ensure information is available to parents and copies are kept in the staff room and notice boards updated.
18. Assist in the selling of school uniform.
19. Maintain Reception area ensuring it is kept in a clean and tidy fashion.
20. Administer swimming arrangements for pupils.

21. To book the school photographer and create a schedule for individuals, whole school and class photos.
22. To oversee any supermarket voucher or loyalty schemes, including the collection and tallying of vouchers, and ordering equipment online
23. Provide refreshments for visitors as required.

I have read and understood my job description and I am happy that this accurately describes my role.

SIGNED________________________     DATE_________________________

