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ST MARY’S CATHOLIC PRIMARY SCHOOL SUNDERLAND
JOB DESCRIPTION
	Post Title: Receptionist/Administrative Assistant

Purpose of Job:

· To provide a Reception Service to visitors, parents and children and to provide general clerical, financial and administrative support. 
Principle Responsibilities:

· Providing support for the School Office and whole school as outlined below, maintaining confidentiality at all times.



	Reporting to:
	School Business Manager

	Working time:
	Reception hours 14 hours per week 8.30 – 4.00 less 30 Minutes lunchtime

	Salary/Grade:
	Real Living wage  £24309 – (Pro Rata £7982)


Main Duties: 

· Undertaking telephone and reception duties as first contact at the school.

· To ensure safety/security of children when arriving and leaving premises.
· To ensure reasons for ‘lates’ and appointment ‘leavers’ are recorded and signed as appropriate on relevant sheets in reception area.

· To follow-up reasons for absence  - phoning parents etc and reporting to SMT.

· To sight/chase up appointment cards & letters 
· Taking messages, answering enquiries and providing information (including from/to parents and other members of the public). 

· Maintaining pupil attendance records via Arbor and school diary, including reasons for absence.
· Sending late attendance letters and reporting to SMT at the end of each week

· Administration of exceptional circumstance requests, correspondence letters and authoristaion from Headteacher.
· Providing daily attendance reports to Headteacher/ Deputy Headteacher.

· Responsibility for maintaining daily the electronic Arbor attendance system, ensuring data input is correct within the DFE specified timelines morning and afternoon.

· To ensure the official class register is printed every morning, held in the appropriate slot/ducket and updated throughout day with children entering and exiting school.
· Responsibility for ensuring  register for visitor signing in and out is completed 

· Ensure Site manager is aware of contractors on site and Asbestos register is signed.

· To ensure all visitors have appropriate badge and are aware of safeguarding and health and safety procedures (including fire evacuation). 

· Fire Warden duties and assisting with fire evacuation including the distribution and reporting of all pupil, staff and visitor lists to the chief fire warden.
· Ensure medication policy and procedures are followed.
· Assist where necessary with administration and safekeeping of medications.
· To provide daily school meals statistics to School Cook.

· To liaise daily with kitchen & Finance Officer to determine numbers for meals taken (staff & Pupils).
· Administration of packed lunch requests and ensuring Arbor system is updated. 
· Liaising with staff, parents and external bodies via telephone or in person to meet the requirements of the school i.e. general help and assistance, queries, concerns, complaints.
· Communication of School Calendar/ School Diary to all staff (updates daily & email weekly)
· To provide admin support in organising meetings and updating office systems, school and office diaries, noticeboards, school timetable etc.

· Sorting and date-stamping incoming mail, sending of outgoing mail and reconciliation of postage book.

· Ensuring office and staff forms are well-stocked and up-dated where necessary.

· Dealing and signing and for the delivery and distribution of goods etc. 
· Undertaking typing and word-processing and other IT based tasks for composing own work as well as memos, letters, reports etc. as directed by senior staff.

· To provide support for data input.
· To assist in providing admin support for whole school as directed by SMT 

· To assist in admin tasks for PE co-ordinator, music co-ordinator and SENCO as directed by Office Manager. 
· Collecting, recording and keeping up-to-date manual and computerised records to ensure a high level of competency is maintained and date and reports are produced as and when requested
· In accordance with the Financial Regulations, to ensure all income handed into office reception including dinner monies, voluntary funds etc is receipted and securely put into envelopes and handed to Finance Officer to ensure the security and reconciliation of same.
· Assisting with arrangements for educational visits, ensuring procedures are followed through, kitchen informed, diary update and booking of transport etc.

· Assisting staff with bookings for training and school trips.
· Providing hospitality to visitors as directed by senior staff.

· Admin photocopying etc.

· Such other responsibilities allocated which are appropriate to the grade of the post.

General Requirements

· To work under the direct supervision of the Office Manager.

· Contribute to the school’s ethos as set out in the Mission Statement.

· Establish constructive and supportive relationships with staff and communicate with other agencies and professionals.

· Attending and participating in training and development courses as required.

· Attending meetings, liaising and communicating with colleagues in the school.

· Being an effective role model for the standards of behaviour expected of pupils.

· Having due regard to confidentiality, child protection procedures, health and safety, other statutory requirements and the policies of the governing body and local education authority.

Additional Duties
To play a full part in the life of the school community, to support its distinctive Catholic/Christian mission and ethos and to encourage staff and students to follow this example.
Professional Values and Practice:
· Having high expectations of all pupils; respecting their social, cultural, linguistic, religious and ethnic backgrounds; and being committed to raising their educational achievement.

· Treating pupils consistently with respect and consideration, and being concerned with their development as learners.

· In line with the school's policy and procedures, using behaviour management strategies which contribute to a purposeful learning environment.

· Working collaboratively with colleagues as part of a professional team; and carrying out roles effectively, knowing when to seek help and advice from colleagues.

· Reflecting upon and seeking to improve personal practice.

· Working within schools policies and procedures and being aware of legislation relevant to personal role and responsibility in the school.

· Recognising equal opportunities issues as they arise in the schools and responding effectively, following schools policies and procedures.

· Building and maintaining successful relationships with pupils, parents/carers and staff.

Other Specific Duties

· The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the council.

· The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information.

· The post holder must comply with St. Mary’s Staff procedures, Code of Conduct, to ensure that a professional, corporate image is displayed at all times.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work on a similar level that is not specified in this job description. 

This job description is current at the date shown, but in consultation with you, may be changed by the Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title. 


