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	JOB DESCRIPTION


	Job Title:
	Receptionist & Admin Support

	Post Ref No:
	

	Division:
	The Cavendish High Academy

	Grade:
	 HBC3

	Responsible to:
	School Business Manager


	MAIN PURPOSE OF THE JOB:

	The provision of a professional reception service to all visitors, staff and pupils of the school and to provide administration support to the School
KEY DUTIES AND RESPONSIBILITIES:
1.
2.

3.

Provide a professional reception service including greeting visitors to the school and dealing with enquiries from staff, pupils, parents and visitors in the most appropriate manner.
Answering the telephone answering queries, taking and passing on messages and dealing with them in the most appropriate manner

Take any actions as a result of any enquiry received, including updating appropriate systems and informing relevant staff

4.
Administer and manage the day to day pupil registers, recording all absences and making welfare calls

5.
6.

Administer and manage the day to day staff absence register

Responsible for the production of all visitor/staff badges using appropriate software/equipment

7.
Responsible for sorting the mail, distributing it to the appropriate staff / department
8.

Responsible for receipt of all deliveries to the school and ensuring that all documentation is completed correctly

9.

To be responsible for issuing the Fire Register to aid in the event of a fire or any other risk,
related incident.
10.

Maintain manual and computerised records and/or management information systems.
11.

Preparation of the transport log, liaising with the transport company and resolving issues
12.

Responsibility for the accurate completion and submittal of the census return to the DFE
13.

14.

15.

16.

17.

18.

19.

Completion of weekly returns to the DFE in consultation with the Head
Undertake basic typing, word processing and other ICT based tasks including the production of simple letters, reports, schedules etc.

Responsible for ensuring all visitors sign in using the InVentry system, checking visitors have appropriate DBS checks and confirming identity checks of agency staff
File all paperwork in relation to pupil record files and maintain the pupil records ensuring any records removed are recorded and tracked

Responsible for pupil electronic records, recording all admissions, leavers, changes to pupil details, setting up the academic years and preparing the year end pupil records

Provide photocopying for staff and scanning for the Finance Officer

Undertake personal development through training and other learning activities as required

20.

Attend and participate in meetings as required

21.

Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns at an appropriate person.

22.

Be aware of and support difference to help ensure everyone else has equal access to the facilities and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.

Note:  Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.

Prepared by:

Job Title:

Date:

Date for Review:




The Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share in this commitment
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