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_________________________________________________________________________________

Title of Job:
Receptionist/Administrative Assistant


Grade: Scale 3

Job No (s):







Department:
Education

Section:
Earlham Primary
______________________________________________________________________________

JOB SPECIFICATION

_________________________________________________________________________________

PERSON REPORTS TO: Office Manager
PERSON SUPERVISES: None.
_________________________________________________________________________________

PURPOSE OF JOB:

To provide administrative support within the school.

____________________________________________________________________________

EQUAL OPPORTUNITIES:

The Council 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:

Scale 3: To undertake the following duties with minimal supervision, demonstrating a thorough knowledge of the work areas and a degree of independence of action and initiative.

1. To word process a variety of materials e.g. letters and bulletins.

2. To desk top publish documents and resources.

3. To operate the school switchboard.

4. To implement and operate aspects of the schools administration using the SIMS system.

5. To provide administrative support for processing pupil records.

6. To receive telephone enquiries, calls in person from parents and the public, giving relevant information when appropriate.

7. To deal with routine correspondence.

8. To do filing and maintain records.

9. To undertake such other duties as may be required from time to time.

10. To keep up to date with professional developments and to participate in appropriate training.
This job description may be amended at any time after discussion with you and will be reviewed annually.


