CUCKOO HALL PRIMARY SCHOOL
Job Description
	JOB TITLE
	Receptionist/Administrative Assistant

	GRADE
	Scale 3

	RESPONSIBLE TO
	Headteacher

	MAIN PURPOSE OF THE JOB


	To provide an efficient reception service for the school, dealing with all callers, both on the telephone and in person, promptly and courteously.  To act as an administrative assistant providing support for a range of office functions.  



Main Functions

1. To answer incoming calls, both internal and external, redirecting/taking messages as necessary, and acting on instructions received.  To relay messages to staff and pupils.

2. To receive all visitors and ensure they sign in and out in accordance with the school’s procedures.
3. To deal with general day to day queries from staff, pupils, parents and other visitors to the school.
4. To provide First Aid cover in the absence of other First Aiders.
5. To accept mobile phones and other pupils’ belongings for safekeeping.
6. To word-process school documentation as requested.
7. To assist with the preparation, distribution and collation of checklists for school meals numbers, and liaise with school catering staff on a daily basis.  To liaise with parents about outstanding lunch money.

8. To record and post all outgoing mail, purchasing new stocks of stamps when required.  To receive and distribute all incoming mail.

9. To assist with the organisation of school trips, including booking coaches and venues.
10. To assist with the maintenance of the attendance/absence register on computer.
11. To assist with maintaining records of all pupils’ changes of details e.g. addresses, telephone numbers.
12. To assist with ordering, maintaining stock of, and selling school uniform.
13. To undertake photocopying, filing and general office duties.
14. To receive, receipt and record monies for After School Activities and to advise parents/carers on the balance on their account.  To monitor the level of outstanding debt and to encourage payment
15. To carry out the above duties in accordance with the School’s Equal Opportunities Policy.

All postholders at Cuckoo Hall Primary School are expecte4d to ensure the duties of the post are undertaken with due regard to the School’s Health and Safety Policy and to their personal responsibilities under the provision of the Health and Safety at Work Act 1974 and other relevant legislation.  
This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.

The school is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff, governors and volunteers to share this commitment.  Successful applicants for people working with children will need to undertake a Criminal Record Bureau (CRB) enhanced clearance for this post.  

This job description will be evaluated as part of the school’s performance management procedures.

