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Ditton Primary School

JOB DESCRIPTION

POST TITLE:			Receptionist and Administration Officer

GRADE:				5

REPORTS TO:			Headteacher / Business Manager

RESPONSIBLE FOR:		A professional reception service, visitor management and routine school office administration.

MAIN PURPOSE
To be the main contact for parents, carers, pupils, visitors, contractors and external agencies, providing a professional, efficient and welcoming front-of-house service that reflects the ethos and values of Ditton Primary School and the Trust.
To support the School Business Manager in the smooth day-to-day running of the school office, including routine administration, pupil records, communications, trips and events administration, and agreed transactional administration.
The postholder will work with accuracy, discretion and sound judgement, maintaining confidentiality and following safeguarding, health and safety, equality, data protection and Trust procedures at all times.

JOB PROFILE

Reception Responsibilities
· Providing a professional and welcoming reception service.
· Operate visitor management and signing-in procedures, ensuring safeguarding arrangements are followed at all times.
· Answering the phone and relaying messages to staff efficiently and effectively.
· Receiving and distributing incoming letters and parcels and taking mail to the post office.
· Supporting the Business Manager with general administrative duties, including helping with admissions enquiries and issuing prospectuses, waiting list record keeping, and providing other additional assistance as requested.
· Assisting the Business Manager with the organisation of open days, parents’ / carers evenings, performances and other school functions.
· Under the guidance of the Business Manager, provide administrative support for school trips, events, visitor assemblies and other school activities.
· Support routine transactional finance administration, including receiving and recording monies, supporting payments for trips and activities, raising routine purchase requisitions or orders where authorised, and preparing paperwork for checking and approval by the School Business Manager.
· Providing reprographics support.
· Keeping the main reception areas clean, organised and tidy.
· Meeting any other reasonable request that helps with the efficient running of the school.

Administration
· Maintain and update pupil records in ARBOR and CTF transfers to ensure accurate information is stored securely and available for use by appropriate personnel only.
· Input data for individual pupils for the purpose of school tracking.  
· Prepare routine statistical information for use by Senior Leadership Team (SLT).
· Collate information, format and distribute school newsletters. 
· Receive goods and other items, ensuring they are passed to the correct budget holder.
· To accurately receive, count, electronically record and bank monies collected for lunches, school visits and activities.
· Ensure fruit and milk orders are completed as necessary along with the necessary claims processing.
· Maintain agreed administrative records, where these are allocated to the school office.

General Duties 
· Adhere to the school and the Trust’s policies, e.g.:
· Help the school discharge its responsibility for safeguarding pupils.
· Work within the school’s health and safety policy to ensure a safe working environment for staff, pupils and visitors.
· Work within the equality and diversity policies to promote fair access, inclusion and opportunity for all pupils and staff.
· Maintain high professional standards of attendance, punctuality and appearance.
· Engage actively in the performance review process.
· To be aware of and support difference and ensure equal opportunities for all.
· To operate in a manner that upholds the overall guiding principle, core values and aims of the Trust.
· To attend meetings as required.
· Maintain confidentiality and follow data protection requirements at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.
· Any other duties commensurate with the grade as directed by the Headteacher/ Business Manager.
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