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	JOB PROFILE



	Name:
	
	Date:
	

	Job Title:

Receptionist / Clerical Assistant

	SALARY INFORMATION:

	Hours per Week:
	20
	Weeks per Year:
	40
	Range:
	3
	£17,365-£17,411
	Allowances:
	NONE

	Hours of Work:
	Mon-Fri: 1.30 -  5.30pm


	Employment

The post holder will work for Aylesham Primary School and will be deployed by the Headteacher/ School Business Manager.
The post holder is expected to work within the rules and regulations laid down in the current “Kent Scheme” manual. The Headteacher will take notice of advice given by professional associations.

The post holder will demonstrate a commitment to the aims, vision, development plan and policies of the school in which they work. In return the management are committed to support in the training and development of all members of staff. We aim to provide staff with the skills they need to fulfil their duties so that we achieve the highest standards in all we do.

The post holder will share responsibility for identifying their own individual training needs and will demonstrate a commitment to work collaboratively and co-operatively to fulfil these.


	Deployed by:
School Business Manager
Accountable to:
School Business Manager
Appraiser:    
School Business Manager



This job profile encompasses in general terms the normal duties which the post holder will be expected to under-take. However, the job profile or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post or grade.

1. PURPOSE OF JOB

a) Organise and operate a secure and welcoming reception for all visitors.

b) Provide support to the Administrator and School Business Manager in the implementation and maintenance of all office procedures and systems to ensure the smooth running of the school.
c) Under the direction of the Administrator to provide a comprehensive range of secretarial and general office services within the school’s office.

2. PRINCIPAL ACCOUNTABILITIES

RECEPTION AND TELEPHONE DUTIES 
Reception

a) Provide high quality, efficient customer service to visitors to the school.

b) Check identification and provide a security badge if appropriate, ensure visitors are recorded in the Visitor Book and are made aware with emergency procedures and link visitors with the appropriate member of staff being visited.

c) Issue security badges and ensure their safe return. Maintain the visitor’s record book and ensure that each section is adequately supplied of the appropriate forms.

d) Provide refreshments to visitors who may have arrived early or who are anticipated to need to wait for any period of time for the member of staff they are visiting.

e) Ensure that the reception area of the school is neat and tidy at all times and that all literature and displays are kept up-to-date and relevant.

f) Respond to and deal with pupil enquiries.

Telephone

a) Greet all callers in accordance with set school standards.

b) Use discretion to filter and re-direct calls where appropriate.

c) Provide high quality, efficient customer service when receiving or making telephone calls on behalf of the school. 

d) To take messages and enquiries and ensure that they are passed on to the relevant member/s of staff, either personally or by leaving a message on the ‘Message Board’ in the Staff Room.
GENERAL OFFICE DUTIES
a) Maintain the school’s manual pupil and general administration filing systems.

b) Update school lists and rotas each term.

c) Open, date stamp and distribute the school post (Royal Mail and Internal Mail Bag) and ensure that the school post is sent at the end of each day.

d) Type reports and other documents and compile standard letters for signature.  Ensure that all non-standard letters that are requested are produced according to the standard school format.
e) Compile, produce and circulate via email/post/photocopying of monthly newsletter for parents, Governors and external agencies.

f) Work with the Administrator in maintaining the schools diary and contact systems.
g) Photocopying, compiling, laminating and binding reports and documents.
h) Answer and send text and e-mail messages to parents and staff.
SCHOOL GATEWAY: SCHOOL MEALS / SCHOOL TRIPS & EVENTS
a) Co-ordinate the ‘Free School Meal’ arrangements on behalf of the school to audit eligibility.
b) Co-ordinate the input of school trips/events on the School Gateway App so that parents can give their consent for their child/ren to take part and pay any contributions required

c) Ensure that all new pupils are setup on SIMS, that parents cannot access and setup an account on the School Gateway App and that they know how to book school meals, Breakfast Club and the After-School Childcare Service.

PUPILS 

a) Maintain and keep updated the ‘Use of Images of Children Forms’ and ‘e-Safety Rules Forms’.

b) Prepare parent mailings and ensure that they are distributed for pupils to take home.

a) Liaise with Health professionals regarding pupil medicals and distribute/collate paperwork e.g. school nurses and dental. Co-ordinate medical and other appointments, keeping records as necessary, notifying all concerned and preparing equipment, rooms etc.
c) Monitor and maintain records of pupil holiday requests and liaise with the SENCO/FLO where appropriate.

d) Provide the SENCO/FLO with individual pupil attendance reports as and when required.

e) Be responsible for the maintenance of the SIMS Attendance module including the daily co-ordination of attendance information/messages and checking of the attendance data input into SIMS Attendance by the class teachers.
f) Report any issues relating to non-routine matters to the Administrator or School Business Manager to resolve or clarify.
g) Complete the first day calling and/or text messaging of non-attending pupils and liaise with the Administrator/FLO accordingly.

h) Co-ordinate the arrangements for all school trips and Year 6 Residential - producing trip letters and collecting monies/recording on collection spreadsheet.  
i) Assist the School Secretary with uniform/kit sales, issue receipts and record on the Income Spreadsheet.
j) Co-ordinate school achievement data in collaboration with teachers. Produce and award golden certificates for pupil attainment on behalf of Headteacher. Plus at the end of each term produce certificates for various achievements attained.

OTHER
a) Assist with First Aid issues and the maintenance of the First Aid Room and First Aid Store Cupboard.  Coordinate and organise medication given to pupils and monitor the Accident Book and associated records ensuring that forms are completed and signed by parents as appropriate.

MAINTENANCE OF COMPUTER DATABASES
a) Co-ordinate the maintenance of the schools pupil database systems & produce lists and reports as appropriate. 
b) Ensure that everyone within school adheres to the Data Protection Act and Freedom of Information Act and the appropriate school policies concerning both pieces of legislation.
c) Assist the School Secretary/School Business Manager in ensuring that the school website is as up-to-date as possible at all times.

GENERAL EFFICIENCY OF SYSTEMS AND QUALITY OF WORK

a) Wherever possible to use ICT solutions and technology to produce high quality materials which will represent the school in a positive and business like manner to parents, Governors, LEA and the general public.

b) Wherever possible to use ICT solutions and technology to improve the efficiency of the school office.

4. JOB CONTEXT

a) The post holder has regular contact with staff, pupils and parents and is the first point of contact for queries and complaints.

b) The post holder has regular contact with external agencies.

5. ORGANISATION 

(not Line Management responsibilities)

Headteacher


|

Deputy Headteacher

|


School Business Manager
| 

Receptionist / Clerical Assistant
	Agreed By ……………………………….


Post Holder
                                                       
	Approved By ………………………………………..


Manager


RECEPTIONIST / CLERICAL ASSISTANT
PERSON SPECIFICATION

Job related knowledge skills and abilities

	DESIRABLE
	ESSENTIAL

	· A knowledge of school systems and procedures

· A good level of computer literacy 

· A high level of personal and professional organisation: manage their own time and prioritise their workload appropriately

· The ability to use their own initiative when appropriate

· The ability to listen to, understand, interpret and follow instructions

· Good interpersonal skills with adults and children: being able to listen, establish a rapport/relationship and understand needs

· The ability to build relationships constructively with a wide range of adults and professionals

· A keenness to use and develop new skills and abilities and participate on training courses when appropriate

· Commitment to support colleagues through effective teamwork and the ability to work as part of a team as well as being able to complete own workload

· Self-confidence and self-motivation

· Able to carry out the whole range of duties required of the position


	· Literate: GCSE English or equivalent, Grade C or above
· Numerate: GCSE Maths or equivalent, Grade C or above
· Computer Literate: Microsoft Office (Word; Excel; Outlook; Publisher)

· Word processing/Typing Speed: 30+ wpm.

· Previous experience of office/clerical work.

· Experience in the use of Microsoft Office applications (Word; Excel; Access; Publisher).

· Good communication skills: face-to-face, phone and email

· Well spoken, attentive to visitors and can contribute positively towards a friendly, yet efficient office environment

· Flexibility and the ability to manage change

· The ability to meet deadlines under pressure

· The ability to set high standards for themselves and are effective, efficient, productive and reliable

· Attention to detail in work tasks

· Able to accommodate an increase in hours at some point within the next 1-2 years.




Education and qualifications:

· As a matter of routine all staff must provide evidence of the qualifications claimed on application and work records may be checked.

· Evidence of continuing in-service training and professional development.

· Excellent references.

Equal Opportunities:

Evidence of a commitment to equal opportunities
Child Protection:

As a matter of routine all staff must complete an application for a Enhanced CRB Disclosure Check

