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Receptionist/Administrative Assistant
Kent Range 3/4
JOB DESCRIPTION

The Wyvern School is a Special School which caters for pupils who have profound, severe and complex learning difficulties.
The post holder will work in the school office alongside other administrative staff contributing to the full range of administrative duties  

Purpose of Job:

· Provide a first point of contact for pupils and parents at reception to deal with any problems that arise in the first instance or refer them on to ensure that problems are dealt with effectively 

· To contribute to the smooth running of the school, by providing an effective and high level of administrative and secretarial service
Duties and Responsibilities

· To manage reception, receiving visitors, parents, contractors and children

· Answer telephone, follow up and forward messages/calls as appropriate

· Using the schools management information system (SIMS), support the rest of the office team

· Photocopying and typing of school correspondence/letters information etc as needed

· To assist with data entry

· Other duties, which may be required from time to time 

Person Specification
· Is happy, professional, positive and resilient. 

· Ability to work with frequent interruptions.

· Has a sound knowledge of customer service and good interpersonal skills. 

· Shows a passionate commitment to equality of opportunity for all pupils. 

· Good general standard of secondary education, with excellent communication and organisational skills. 

· Must be computer literate and a knowledge of SIMs and Publisher is desirable but training is available. 

· Ability to prioritise own workload and to work to deadlines. 

· Previous experience in a school is desirable.

· Has a firm commitment to Continued Professional Development. 

