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         Receptionist/ Administrative Assistant
(Scale 2 or 3 depending on experience, & size of School)
[bookmark: _heading=h.gjdgxs]35 hours per week, 39 weeks

PERSON REPORTS TO: Snr Admin Officer/ Office Manager
SUPERVISES: No staff
PURPOSE OF JOB: Administrative and clerical support in the school office, to Pupils, Parents, Staff and visitors as required. 
___________________________________________________________________________________

EQUAL OPPORTUNITIES: 
The Eko Trust has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work. 
_____________________________________________________________________________ 
 
DUTIES AND RESPONSIBILITIES 

1. Word processing letters and documents using Microsoft Office applications including Word & Excel
2. Receiving visitors and directing them to their destinations, ensuring that they are identified, have signed in and read the safeguarding notice.
3. To deal with Pupils, Parents, visitors and staff, face to face and on the telephone. Ensuring their enquiries are dealt with professionally. If you were unable to help, they were directed to the appropriate people quickly and/or accurate messages are forwarded as soon as possible.
4. Arranging appointments for parents/teachers, new pupils, where needed.
5. To provide administrative support for the Office for processing pupils admissions and records. 
6. To operate computer systems and have knowledge of word processing and spreadsheets. To continue developing computer skills through staff development. 
7. To operate the schools information management system (BromCom) and ensure correct recording of information relating to students, including the use of correct attendance codes. 
8. To provide administrative assistance to the management of the school’s resources by ordering, stock control, etc. 
9. To deal with routine correspondence, filing and maintaining records. Type letters, ensuring a high standard of layout and presentation. Open and distribute incoming mail, and to assist with the outgoing mail.
10. Assist with the collation of attendance data to enable identification and tracking of pupils and giving information to teachers. 
11. To be responsible for collating and tracking of late pupils. Making phone calls to parents, and reporting to the Senior Leadership Team, on repeat offenders, and general pupil timekeeping. 

Equal Opportunities 
· Commitment to school policies on Equal Opps. and Learning Support, including inclusion of pupils 
· Commitment to continual raising of levels of achievement for all our students 
· Confidentiality and sensitivity which are essential when dealing with parents and students of this multi-cultural school 

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Head Teacher to carry out appropriate duties within the context of the job, skills and grade.

The following statements define the behaviour and attitudes which set the required standard for conduct in our school
 1. You must uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:
· treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position
· having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions
· showing tolerance of and respect for the rights of others
· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs
· ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.
2. You must have proper and professional regard for the ethos, policies and practices of our school, and maintain high standards in your attendance and punctuality.
3. You must have an understanding of, and always act within, the statutory frameworks which set out your professional duties and responsibilities.

[bookmark: _heading=h.30j0zll]This job description may be amended at any time after discussion with you, but in any case will be reviewed in April of each Year.

Signed _____________________  


Signed ______________________					Date______________

DATE OF COMMENCEMENT:


PERSONNEL SPECIFICATION 

All requirements listed in this specification must be: 
a) essential to the post 
b) assessable within the selection process 

SKILLS: 
· Ability to operate Information Technology systems efficiently and accurately. 
· Clearly developed organisational skills. 
· Experience of working in a busy office situation (desirable). 

EXPERIENCE: 
· Previous experience of working in a busy office situation (desirable). 
· Experience of using computer technology. 
· Experience of dealing with people, face to face and on the telephone.

ABILITIES: 
· Ability to work under pressure to tight deadlines. 
· Ability to prioritise and organise workload. 
· Ability to exercise confidentiality and discretion. 
· Ability to communicate effectively with a range of people/stakeholders. 

EDUCATION: 
· High standard of English, Maths and ICT. 

QUALITIES: 
· Clear record of good punctuality and attendance. 
· Honesty and integrity. 
· Loyalty and professional confidentiality. 
· Friendly, personable approach. 
· Flexibility.
· Willingness to work out of hours when requested
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