NORTHDOWN PRIMARY SCHOOL
JOB DESCRIPTION

Post Title: Receptionist/Admin Assistant
Grade: Kent Scheme 3
Hours of Work:  37 Hours per week term time only

Responsible to: School Business Manager
Job Purpose:

To ensure the highest degree of welcome for all school users visiting or telephoning and to provide a comprehensive, efficient and sensitive office service to the school, carrying out a wide range of tasks under the general direction of the Attendance/Admin Officer and School Business Manager. 
Main duties and responsibilities:

· Providing a welcoming, efficient reception service for the school in conjunction with other administrative staff, answering the telephone, dealing with visitors and ensuring the reception office is covered at all times.

· Undertaking routine cash handling duties, including receiving and recording payments for school activities e.g. school trips.
· Producing a range of documents from a variety of sources, using a range of software, e.g. word, excel, publisher and powerpoint
· Monitor compliance of school website and notify staff of areas to update.
· Sending information out to parents either on printed form or using the Teacher2parent system
· To maintain pupil records including entering new pupils on the system, changes of address, emergency contact numbers etc. and ensuring the SIMS system is kept up to date.

· To deal with lost property, ensuring the return of named items and safe storage of unclaimed and unlabelled clothing and equipment.

· To care for sick pupils, carrying out first aid as necessary and contacting parents where required.

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

· Maintain adequate stock levels liaising with Admin Officer and School Business Manager.
General

· To undertake any training commensurate with the post

· All employees are expected to show a responsible attitude to health and safety issues and have due regard for their personal safety and that of others.

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher, Line Manager to carry out appropriate duties within the context of the job, skills and grade.
Signed: _________________________________     Date: ___________________________

                                  Post Holder

Signed: _________________________________   Date: _____________________________

                              Line Manager

This job description sets out the duties of the post at the time when it was prepared.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify re-grading of the post
