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Crompton House Church of England Multi Academy Trust
	JOB DESCRIPTION


	Post Title:
	Administrative Assistant – Reception


	Location

	Crompton House Church of England School

	Department 

	Reception

	Grade:
	Grade 2 (SCP 4 - 6) 

	Hours:
	30 hours per week, term time plus 3 days. (Daily hours: 7.45am – 1.45pm)



	PURPOSE OF POST

	Responsible to the Business Manager, and under the instruction of the Administrative Officer – School Office, the postholder will provide a professional and efficient reception service and provide general clerical and administrative whole school organisational support. The postholder will be the first point of contact for callers and visitors to the school and the provision of a warm welcome is essential.




	
KEY TASKS:


	Reception & Customer Service
	1. To undertake reception duties, answering telephone and face-to-face enquiries, taking messages, and forwarding them on to the relevant person as required. Deal with all calls and visitors quickly and politely, ensuring that the reception they receive is efficient and welcoming.

2. Welcome visitors to the school, ensuring health and safety and safeguarding procedures are followed, such as operating electronic gates, ensuring the signing in/out on the electronic register, issuing badges/passes or escorting visitors as required.

3. Assist and respond to routine enquiries from staff, pupils, and parents/carers, and where appropriate refer any issues to the relevant member of staff in line with school policies and procedures.

4. Make arrangements for external visitors for example link schools and parents/carers.

5. Maintain the physical environment of the reception in a tidy and well-organised manner.

6. Be the point of contact for members of staff and visitors needing to contact other staff, e.g., using  walkie talkies, telephone, or mobile phones.


	Administration
	7. To undertake word processing, including letters, reports and schedules, and work which utilises other ICT packages, such as databases, spreadsheets, formatting presentations or research on the internet.

8. To undertake basic stock taking, cataloguing and maintenance of resources and equipment, including controlled stationery and issue resources as required. 

9. To take notes/minutes of meetings, collating and distributing associated information as required.

10. To assist in the arrangement and servicing of meetings or other school events, e.g., meetings with parents/carers or school trips.  Examples of tasks include collation and distribution of paperwork, booking rooms or provision of refreshments.

11. To receive and sign for deliveries to the school and ensure that they are distributed to the appropriate staff as soon as possible.


	Data Management
	12. Collation of data and the completion of various returns as required by Oldham Council, the Department for Education, and associated agencies.
13. To maintain manual and computerised filing systems, ensuring that data is securely stored and can be efficiently retrieved when required.

	General Clerical
	14. To provide routine clerical support e.g., photocopying, filing, emailing, completing routine forms and display.
15. Sorting and distributing of internal and external mail.
16. To maintain stationery and consumables stock, as required.

	Welfare
	17. In the absence of the school matron, to undertake pupil welfare duties, looking after sick pupils and staff including the administering of basic first aid and liaising with parents/staff in accordance with School Procedures.







	STANDARD DUTIES


	
1. To understand the importance of equality and diversity in the workplace and service delivery and promote equal opportunities for all, respecting the rights of other staff and students to be treated with dignity at work.

2. To uphold and promote the values and the faith ethos of the school.

3. To implement and uphold the policies, procedures, and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying, and safeguarding/child protection, ensuring confidentiality as appropriate.

4. To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.

5. To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school.

6. To attend and participate in relevant meetings as appropriate.

7. To undertake any other additional duties commensurate with the grade of the post. 


	[bookmark: _Hlk125112114]CONTACTS
	Pupils, colleagues within the school, staff of the local authority, other education and healthcare professionals, parents, carers and guardians and visitors to the school.


	RELATIONSHIP TO OTHER POSTS THE DEPARTMENT
	Responsible  to:      Administrative Officer – School Office

Responsible  for:    Not applicable


	ADDITIONAL NOTES

	An enhanced Disclosure and Barring Service (DBS) check will be requested on successful application to a position in the Trust or Academy. 


	REVIEW ARRANGEMENTS
	The details contained in this job description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required, and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, the Trust will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.



This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

	
	DATE
	NAME
	POST TITLE

	Prepared
	May 2013
	HB
	

	Reviewed
	May 2013
	SC
	

	Reviewed
	May 2013
	AC
	

	Reviewed
	September 2022
	JB
	Trust HR & Governance Manager

	Reviewed
	June 2024
	LC 
	Business Manager
























	
Person Specification


	Selection criteria
	Essential
	Desirable
	How 
Assessed

	Education & Qualifications


	Literacy and Numeracy skills equivalent to Level 2 of the National Qualification & Credit Framework

	
	
	A/D

	NVQ 2 in Business Administration or EDCL qualification

	
	
	A/I

	Willingness to obtain basic first aid certificate as a minimum level

	
	
	A/I

	First aid certificate

	
	
	A/D

	Experience


	Experience of using computer packages for word processing, spreadsheets, databases, and e-mails 
	
	
	
A/I

	Experience of undertaking a range of administration/clerical tasks, including basic financial tasks and handling cash

	
	
	A/I

	Experience of undertaking reception duties and providing high levels of customer care
	
	
	A/I

	Experience of team-working to work effectively with others and meet deadlines and goals

	
	
	A/I

	Experience of following instructions, procedures, and policies

	
	
	A/I

	Skills & Abilities


	Communication skills to deliver polite, courteous, and efficient customer service, in person and over the telephone
	
	
	A/I

	Written communication skills to word process documents, and take accurate messages and pass them on to others
	
	
	A/I

	Problem solving skills to interpret information and situations to solve straightforward problems
	
	
	A/I

	Organisational skills to prioritise work and complete tasks to deadlines
	
	
	A/I

	Knowledge


	Understanding of data protection and the need to keep information confidential

	
	
	A/I

	Understanding of data protection and the need to keep information confidential

	
	
	A/I

	Work Circumstances


	[bookmark: _Hlk125108856]To work flexibly as the workload demands

	
	
	I

	To work occasionally out of hours, work to support school functions
	
	
	I


Key:     I = Interview      R = References 	    A = Application     D = Documentation    T = Test
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