JOB DESCRIPTION

Position:

Attendance Administrator/Receptionist

Responsible to:
Reception Manager

Grade:


H4 (£19,698 pa FTE)
Hours:


Tuesday to Friday, Term Time only 




8.00am – 4.00pm with ½ hour unpaid lunch (30 hours)




(Days, times and hours non-negotiable)

Start Date:

2 September 2021

Overall Responsibility

To maintain accurate records regarding attendance and work together as a team with reception staff.

Duties:

1. Upkeep of Attendance System on daily basis, using SIMs and Lesson Monitor (training will be given)

2. Reception duties: ensure a professional and pleasant welcome to visitors, pupils and staff; deal promptly with any queries which arise

3. General office duties, including telephone enquiries, post, word-processing, filing 

4. First Aid (the successful applicant will be required to attend a 3 day First Aid in the Workplace Course)

5. Ensure safekeeping/recording of pupils’ property/confiscations

6. Any other tasks deemed necessary to ensure efficient running of the school and relevant to this post

EQUALITIES

Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

HEALTH AND SAFETY

Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

DISCLOSURE AND BARRING SCHEME (Criminal Background Check)

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Disclosure & Barring Scheme as part of Hertfordshire County Council’s pre-employment checks.  If you are invited to an interview you will receive more information.
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ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.

JOB CONTEXT

The jobholder is one of a team of administrative staff who provide reception and support services to the school.

The work is varied and has daily, monthly and termly routines.

CONTACTS

The jobholder works with all members of staff in the school and has frequent contact with parents and visitors.

KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of clerical and administrative work

· Good literacy and numeracy skills

· Good telephone skills (dealing with difficult callers, calmly)

· Basic knowledge of first aid (training will be given)

· Ability to use standard office software – Word (mailmerge) and Excel

· Ability to work in a busy environment 

· Ability to work as part of a team

· Understanding of the needs of children

· A capacity to remain calm and to cope with the unexpected

· Honest, responsible, reliable and discrete

· Willingness to learn new skills

· Ability to use initiative but be willing to ask for help

· Most important of all – a sense of humour

PROBLEMS AND DECISIONS

The jobholder decides whether a sick or injured child should either remain at school, or be collected by a parent or carer or taken to hospital.

The jobholder exercises discretion in filtering phone calls for the headteacher (and other senior managers) whilst ensuring that all enquiries are dealt with expeditiously.

