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Receptionist/Administrator Job Description and Person Specification 

Post title: 			Receptionist/Administrator 
School				Riddlesden St Mary’s Primary School		
Pay range:			Band 5 (SCP 5-6)
Line manager: 		School Business Manager 


Job Description 

Core Purpose	

To assist in the effective administration function at School and ensure the provision of a customer orientated reception/telephone/reprographics service. 

Provide support and cover at Lunchtimes and during Enrichment sessions alongside other members of staff

[bookmark: _Hlk505680031][bookmark: _Hlk505704720]The School is fully committed to safeguarding children and promoting their welfare and expects all staff to share in this commitment.  All posts are subject to an Enhanced DBS with Barred List check.

[bookmark: _Hlk505704590]This Job Description is furnished to assist staff joining School to understand and appreciate the work content of their post and the role they are to play in School.    

Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. This job description is not a definitive list of responsibilities but identifies the key components of the role. The post holder will, therefore, be required to undertake other reasonable duties commensurate with the purpose and salary level of this post. 

Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform, and these will be taken into account when the post is reviewed. 

School is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the School’s Services. 

School is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

Duties and Responsibilities

Organisation  

Ensure appropriate administration support is provided to internal and external customers, pupils, parents and staff. 

[bookmark: _Hlk505680332]Assist the School in the organisation of events such as Presentation Evenings, Parents Evenings, Christmas Concerts, productions, external conferences etc., and organise associated administration.

Respond to customer queries and complaints in line with school policy.

Provide advice and guidance to staff, pupils, parents/carers and others.

Assist in the effective usage and updating of ParentPay/website/school information management systems (SIMS) for the School. 

Provide support and cover during lunchtimes and Enrichment sessions. Supervising and supporting pupils alongside other staff members. 

Administration  

Follow general office and school procedures at all times. Feedback any suggestions for ways to improve.

Assist the School Business Manager/Senior Leaders with specific administrative tasks as and when required.

Maintain online and paper filing systems in line with retention and data protection guidelines.

Resources  

Operate relevant equipment/ICT packages (e.g. MS Office, internet, intranet, SIMS, E-mail).

Deal with cash transactions,  ensuring relevant receipts are provided and cash is prepared for banking. 

Assist with maintaining stationery stock levels.

Management  

Support and provide guidance to less experienced staff. 

Wider Responsibilities 
[bookmark: _Hlk505680398][bookmark: _Hlk505704409] 
Be aware of and comply with policies and procedures relating to child protection /safeguarding, equality and diversity, health and safety, ICT, security, confidentiality and data protection, reporting all concerns to an appropriate senior person.

Develop effective professional relationships with others.

Be aware of and support difference and ensure equal opportunities for all stakeholders accepting the principles underlying the school’s equal opportunities policies and practice.
  
Maintain the confidential nature of information relating to the School, its pupils, parents and carers acting in accordance with the principles of the Data Protection Act 2018 at all times.

Contribute to and support the overall life, work/aims and ethos of the School.  

Attend and participate in relevant meetings as required.

Participate and engage in training and appraisal as required.

Undertake additional duties as reasonably requested by senior staff.

This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of School organisation and may change either as your contract changes or as the organisation of the School is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.
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This document is for your guidance only and should not be regarded as a substitute for taking professional advice.
SAMpeople and FusionHR are the trading names of Staff Absence Management Ltd (09098826) and Fusion Business Solutions Ltd (05825732). Registered Office: Fora - Great Eastern Street, 4th Floor, 21-33 Great Eastern Street, London, EC2A 3EJ. Trading Office: First Floor, Unit A, Cedar Court Office Park, Denby Dale Road, Wakefield, WF4 3FU All rights reserved. No part of this document may be published, distributed, extracted, re-utilised, or reproduced in any material form (including photocopying or storing it in any medium by electronic means, whether transiently or incidentally to some other use of this document) without the written permission of the copyright owner, except in accordance with the provisions of the Copyright, Designs, and Patents Act 1988. Applications for the copyright owner's written permission to reproduce any part of this document should be addressed to FusionHR via email at hr@feps.co.uk.
Version/Last Updated: v2.d20.12.2024
[bookmark: _Hlk505159093]PERSON SPECIFICATION
Receptionist/Administrator 

	
	ESSENTIAL (E)/DESIRABLE (D)

	EXPERIENCE:
	· Experience using ICT packages & office equipment (eg Microsoft Office, Internet, Email etc with good IT skills. (E)

· Experience of working in an office environment (E) (preferably within a school).

· Experience of using SIMs (D)

· Experience in dealing with administration of financial matters. (E)

·  Provide evidence of having previously spoken fluently to customers at an Intermediate Threshold Level  (E)

	QUALIFICATIONS/
TRAINING:
	· Minimum of GCSE English and Mathematics at grade C or above (or equivalent). (E)

	
KNOWLEDGE/SKILLS:

	· Experience of general office work including reception, filing, general office duties. (E)
· 
· Dealing with people, face to face, over the phone and via email and other media (E)

· Good literacy and numeracy skills. (E)

· Good communication skills including telephone/reception skills. (E)

· Knowledge of and the ability to use office machinery e.g. photocopiers, scanners, shredding machine etc. (D)

· Experience in the use of databases and other software packages with a high level of typing skills e.g. Microsoft Office (Word/Excel/Outlook etc.). (E)

· Have a neat and organised approach to work. (E)

· Be willing, courteous and able to work both using your own initiative and in a team. (E)

· Respect confidentiality. (E)

·  In line with the Immigration Act 2016; you should be able to demonstrate fluency of the English Language at an Intermediate Threshold Level. (E)

	DISPOSITION/ATTITUDE
	· Ability to work under pressure and meet conflicting demands within deadlines 

· Ability to communicate effectively at all levels 

· Flexible and positive approach to change 

· Willing to work as part of a team 

· Professional and customer service orientated 

· Ability to maintain a high level of confidentiality and discretion at all times
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