Job Description and Person Specification 
	Job Title:
	Administration Assistant / Receptionist

	School/Academy:
	Saffron Walden County High School

	Salary:
	Point 6, within the range 6-7 | FTE £25,989 

	Responsible to:
	Headteacher



	Role:
	To deliver a professional, efficient and welcoming front-of-house and administrative service

	Purpose of job:
	To provide a professional, efficient and welcoming front-of-house and administrative service, supporting staff, students, parents/ carers and visitors while ensuing the smooth day to day running of administrative functions.



Key Responsibilities

1. Reception Duties

· Act as the first point of contact for all visitors, staff, parents/carers and students, both face-to-face and via telephone. 
· Handle enquiries, take messages, and direct queries appropriately. 
· Maintain school security procedures, including visitor sign-in, issuing lanyards and monitoring access systems, checking DBS/IDs etc.
· Accept and record deliveries. 
· Respond to and resolve routine queries from parents and visitors. 
· Sign in/out students on the paper register sheets and update Go4Schools as necessary. 
· Issue relevant ‘signing in’ slip
· Determine students phone situation. Update phone pouch spreadsheet and issue phone slip/phone box number where applicable.
· Update G04Schools of B1 detentions (red slip issued) and allocate all B1’s by 12.30.
· Create items/Assembly slides onto the school screens, whilst being data protection/safeguarding aware.
· Keep school TV screens up to date, loaded and relevant. 
· Assist with emergency evacuation. Printing emergency visitor list. Manning the front gate.
· Support all students who come to reception with their queries/timetable printing.
· Action/raise on calls by phone/email/note from teacher. Load onto spreadsheet. 
· Prepare post for daily collection using the franking machine, special delivery requests etc.
· Examination Certificates – Issue certificates following ID process and get the student/ex student to sign for them. 
· Exam Papers – Follow process for papers delivered and collections accordingly. Liaising with Exams Officer. 
· Monitor the Reception inbox and respond to emails as necessary.
· Stationery orders for reception – keep stock levels and order as necessary.
· Free School Meals – liaise with Essex County Council to chase up student entry and follow procedures for any actions needed.
· Keep each year group register folder up to date/prepare annually.
· Raise help for when green button activated, keep SLT/Site Team up to date where necessary.
· Liaise with Nurse regarding illnesses, emergency calls and update GO4Schools.  Locate First Aider when nurse busy/not around.
· Oversee staff signed in/out sheets. Prepare holiday sign in/out sheets.
· Collate and distribute all donated revision books etc and uniform to the relevant departments.

2. Administrative Support

· Provide general administrative support to the Senior Leadership Team, teaching staff and wider school as and when needed.
· Prepare and distribute communications to parents/carers including letters, Microsoft forms and emails.
· Handling telephone calls from parents, and general enquiries.
· Support the organisation of school trips and visits, including letters, payments, documents. 
· Maintain accurate student records and update the school MIS systems. 
· Keeping the website up to date.
· Assist the Attendance Officer with the recording of student absence.

3. Curriculum Support for Social Sciences

· Support the organisation of school trips and visits, including letters, payments and documents.
· Maintain records of payments for trips and visits and curriculum resources.
· Assist with preparation of resources, displays and materials for teaching staff. 
· Order, maintain and monitor stock levels of office and classroom supplies. 
· Ensure office equipment (photocopiers, printers) is maintained and stocked. 
· Provide support in coordinating responses from parents, producing forms and general communications. 


4. General Responsibilities

· Work collaboratively as part of a team in a busy office environment and on Reception.
· Maintain confidentiality and comply with data protection regulations. 
· Follow safeguarding, health & safety and school policies at all times. 
· Participate in training and professional development. 
· Undertake any other reasonable duties commensurate with the role. 

Person Specification

Essential Skills & Experience

· Experience in an administrative or reception role, ideally within a school environment. 
· Excellent communication skills (verbal and written). 
· Strong organisational and time management skills, with attention to detail. 
· Ability to manage a varied workload and meet deadlines in a busy environment. 
· Good ICT skills, including Microsoft Office/Office 365 and databases. 
· Ability to work effectively as part of a team and build positive relationships. 

Desirable

· Experience using school MIS systems (e.g. Arbor, Go4Schools). 
· Knowledge of school procedures and safeguarding requirements. 
· Experience supporting trips, events or curriculum administration. 

Working Hours

· Full-time, Monday to Friday or part time job share (full day required)
· Typical hours: 8.30am – 4.30pm

Personal Attributes

· Professional, approachable and welcoming manner
· Highly organised, adaptable and proactive
· Able to remain calm under pressure
· Committed to safeguarding and promoting the welfare of children

Fulfil wider professional responsibilities:
· Make a positive contribution to the wider life and ethos of the school.
· Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.

Support for School:
· Participation in staff events by arrangement. 
· Attend Staff Meetings. 
· Contribute and participate in Trust events and activities where possible.
· Develop and maintain effective working relationships with other staff and parents/carers. 
· Adhere to the Trust values.  
· Follow school policies, practices and procedures.
· Adhere to and uphold the schools Code of Conduct at all times

Data security:
· Act in accordance with legal provisions regulating confidentiality and security of data and information in accordance with GDPR regulations.

Health and Safety: 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions. 
· Co-operate with the Trust on all issues to do with Health, Safety & Welfare. 
· To work/operate all equipment within Health and Safety and other legal regulations, including risk assessments.
· Contribute to the maintenance of a safe and healthy environment. 

Continuing Professional Development:
· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the Trust.
· Undertake any necessary and identified professional development taking full advantage of any relevant training and development available, particularly when related to the use of ICT, for data management and record keeping. 
· Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice. 

Child Protection and Safeguarding
· The post holder will have a shared responsibility for the safeguarding of all children and young people. The post holder also has an implicit duty to promote the welfare of all children and young people. 
· To inform the Designated Safeguarding Lead (DSL) or Deputies of any issues relating to the safety and well-being of students using relevant systems (CPOMS)

The post holder will undertake any other duties commensurate with the grade of the post, in consultation with line manager.

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.


The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
All staff will be subject to an enhanced check with the Disclosure & Barring Service.
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