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	Role Title                                                  
	School Receptionist and Admin Support

	Band
	Band C

	School
	Brookhurst Primary School 

	Responsible to
	School Business Manager

	Main Purpose of the Role

	[bookmark: _heading=h.x2ibqa40p3uh]To provide a welcoming, warm, positive environment for everyone who walks through our doors.  Provide administrative and organisational services to the school under the management and guidance of senior staff.  

	Core Responsibilities and Tasks

	· Undertake administrative duties, such as reception, filing, and document preparation.
· Monitor pupil attendance and run reports
· Plan, develop, organise and monitor support systems, and procedures
· Contribute to the development of administration policies
· Provide support, advice and guidance on administrative issues to senior staff, governing body and others
· Liaise with other staff, pupils, parents/carers and external agencies
· Develop and maintain recording and information systems, including personnel administration, such as DBS checks
· Maintain and collate pupil records.
· Operates bespoke school information management systems
· Responsible for completion and submission of forms, returns etc., including those to outside agencies
· Produce, and respond to, correspondence, including emails and school social media
· Sort and distribute incoming mail and prepare outgoing mail.
· Assist with financial procedures/transactions within the school (e.g. requisitions and/orders and invoicing,)
· Ensure adherence to financial regulations and provide advice on these to other staff and the senior leadership team
· Be competent in the use of the financial management system
· Assist SBM with contract management and compliance to contractual conditions
· Undertake complex administration procedures.
· Complete and submit complex forms and returns including those for the DfE and LA in the absence of the SBM.
· Liaise with payroll provider, providing relevant information in the absence of the SBM.
· Undertake research and obtain information to inform decisions.
· Manage the administration of the management information systems.
· Comply and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection reporting all concerns to an appropriate person.
· Be aware of and support equal opportunities for all.
· To be a proactive member of the school team, contributing to the overall ethos / work/aims of the school.
· Participate in training and other learning activities and performance development as required.
· Recognise own strengths and areas of expertise and use these to advise and support others. 
· To perform other duties considered reasonable, that are commensurate with the grading and designation of the post.
· Individuals in this role may also undertake some or all of the following:
· Respond to reception and visitor enquiries
· Organise arrangements for school visits and events
· Assist with producing marketing and promotion material for the school
· Contribute to marketing and promotion of the school
· Manage lettings and the use of premises for the use of outside organisations and local community.
· Assist with funding/grant submissions
· Manage stocks of supplies and consumables



	Additional Information

	Safeguarding
Post holder will be subject to enhanced DBS check and;
· be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people
· to ensure that the Headteacher’s are made aware and kept fully informed of any concerns which they may have in relation to safeguarding and / or child protection
Please Note:
This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a definitive statement of procedures and tasks, but sets out the main expectations of the Service in relation to the post holder’s responsibilities and duties.
Elements of this job description and changes to it may be amended in light of organisational and service requirements.

	Person Specification

	 
	Essential
	Desirable

	Qualifications
	Very good literacy / numeracy skills
	Administrative/IT National Qualifications Level 3


	Experience
	Develop, manage and implement relevant administrative and/or financial procedures
Ability to use initiative and make decisions
Planning, developing and monitoring support systems and procedures
Maintaining and updating of recording and information systems
	Experience of working with minimal supervision
Experience of supporting and organising meetings
Ability to work within set deadlines
Experience of working with the public (adults and children)
Work constructively as part of a team
Experience of working in an educational setting

	Knowledge, Skills & Understanding
	Analytical skills for interpreting data and complex information
Excellent interpersonal, communication both verbally and in writing
Very good IT skills
Experience of handling cash
	Understanding of how to use a MIS
Knowledge of financial management regulations, procedures and practices, development and implementation of financial systems
Negotiation skills
Full working knowledge of relevant school policies / codes of practise and general awareness of relevant legislation



	Other
	Fully support the school’s vision, aims and ethos and present a professional image at all times
Excellent interpersonal skills that will develop good relationships with parents, pupils and staff
Willingness to adapt and take on new tasks and responsibilities commensurate to the role
 Willingness and ability to be self-reflective and to seek out help and advice as required
An ability to fulfil all spoken aspects of the role with confidence 
	Expertise that will compliment existing admin team
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