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JOB DESCRIPTION

	1. Information about the job holder


Post Title:

Receptionist/Administration Assistant  (Job 1373)



Apprenticeship Course – Level 2 Customer Service Practitioner
Responsible to:

Headteacher & School Business Manager

Hours of work:

37 hours per week, 39 weeks per year

Salary: 

	2. Main purpose of job / Overview


To work in the school office providing a reception service and administrative support. To provide a welcoming, encouraging service for children, parents/ carers and a range of professionals.

	3. Main Duties and Responsibilities:


· Act as the first point of contact for parents, staff and visitors within the school, filtering enquiries as appropriate and taking and passing on messages to appropriate staff.
· Ensure visitors have been recorded correctly on the Inventry System and check I.D.

· Checking of office email account and responding to incoming mail as appropriate.
· Provide administrative support for the School Business Manager and Senior Leadership Team. Responsible for general typing and document preparation/ editing as required.
· Opening and distributing mail, recording outgoing mail in post ledger with correct stamps attached. Take post to the post office on an adhoc basis. 
· Distribute and monitoring class registers, Inputting and maintaining pupil data on SIMs. Recording child absences and contacting parents where necessary to investigate absences.
· Recording child and staff absences and lateness, input onto fire lists and distribute to classes.
· Maintain general administrative filing and paper and computer based records to ensure data can be easily extracted when required.

· To maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.
· Ensuring that the reception area is kept tidy and free from hazards.
· Prepare refreshments for senior leadership team and visitors.

· Take minutes at the Monday morning briefing meeting and distribute.

· Monitor school diary.

· Ensuring office and office keys are kept secure at the end of the night.

· To take part in training and undertake other duties considered within the scope of the post, as required. 
The selected apprentice will be required to attend a monthly workshops, currently held in One Angel Square, the main NCC building in Northampton.  There will also be 20% off job support .

This job description sets out the duties of the post at the time it was drawn up.  The Headteacher may amend the description, but only after consultation with you and in accordance with those conditions of employment as the needs of the school may require.

This job description, issued on ____________________ will be reviewed in 12 months time.

Signed: __________________________

Signed: __________________________ Headteacher

Signed: __________________________ Chair of Governors

