Job Description
Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

1. To carry out receptionist duties, to be responsible for admitting and welcoming visitor’s and parents into the school, ensuring a welcoming and professional front at all times and ensuring relevant safeguarding procedures are adhered to.
2. To be responsible for the incoming and outgoing post of the school, ensuring incoming is promptly distributed and that outgoing post is promptly sent using the most cost effective method of sending.

3. To provide admin support in relation to filing.

4. To use SIMS and other appropriate packages to support your role.

5. To be responsible for the daily entry of meals and the corrections onto SIMS.

6. To be responsible for the catering returns to the LA.

7. General day to day filing and photocopying when required.

8. To be responsible for forwarding of pupil records onto new school.

9. To be flexible to the needs of the school and as directed by the SMO or HT to carry out any other general admin duties.

10.  To be responsible for booking of the school trips.

11.  Prepare items for banking.

12. To be responsible for the school diary and meeting rooms

13.  Data input into SIMS.

14. To maintain the reception area as a tidy and well-presented area.

15. To be responsible for the Year 6 transfer to secondary school.

16. To be responsible for maintaining the FSM list.
