Job description
Job purpose:
To work under the direction and guidance of senior staff to provide receptionist duties, general clerical, resource and administrative support to the school.
Key qualities:
· Be a strong communicator with a friendly and professional manner.
· Be highly organised with excellent attention to details.
· Confident in using Microsoft Office (Word, Excel, Outlook, Teams).
· Able to manage multiple tasks and priorities effectively.
· Flexible and adaptable to the needs of a busy educational environment.
· Be aware of and comply with policies relating to safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate person/ people. 
Key tasks and accountabilities:
· To act as a point of contact for all school enquiries either by telephone, email or face to face and contribute to the smooth running of the school reception. 
· To ensure that the reception area is kept tidy, informative and welcoming to visitors at all times. 
· To record and sign pupils in and out of the school in accordance with attendance procedures. 
· To ensure that all visitors, supply staff and volunteers are appropriately booked in and issued with ID badges accordingly. 
· To receive and disseminate post and parcels. To take receipt of, and sign for, all deliveries to school. To liaise with the site staff to distribute parcels accordingly.
· Receive admission enquiries from parents – take initial contact details from parents, pass to appropriate member of senior staff. Arrange appointment times where requested. 
· To order general resources, consumables and supplies when needed, ensuring that Best Value practices are adhered to.
· To search information and data input information into school systems as required. 
· Maintain manual and computerised records/management information systems. 
· Produce lists/information/data as required, e.g. pupil data. 
This is not a comprehensive list of all tasks which may be required by the post holder. It is illustrative of the general nature and level of responsibility of the work to be undertaken.



	Person Specification: Clerical Officer

	Criteria
	Essential
	Desirable
	Assessment method

	Education and training
	· Good general qualifications to at least GCSE (or equivalent) particularly in English and Maths.
· Safeguarding training or a commitment to undertake training. 
	
	Application

	Skills and abilities 
	· Have excellent communication skills – both verbal and written. 
· Be able to work proactively as part of a team and independently when needed. 
· Good standard of ICT literacy including the use of Word, Excel and other school software. 
· Be able to work under pressure in a busy environment and meet deadlines. 
	· Knowledge of SIMS (training will be provided)
	Application
 
Interview

	Knowledge and experience
	· Worked as part of a team preferably in a busy environment.
· Experience of using computers.
	· Experience within a Catholic school.
· Experience of working in a school office environment. 
	Application
 
Interview

	Personal qualities
	· Share our school ethos and values. 
· Show a commitment to safeguarding and welfare of children.
· Have a very flexible and adaptable nature. 
	
	Application
 
Interview

	Approach to work
	· Ability to work under pressure and prioritise effectively.
· Commitment to maintaining confidentiality at all times. 
	
	Application
 
Interview



