[image: image1.jpg]



SAINT MARY’S

Catholic Voluntary Academy

Part of St Ralph Sherwin Catholic Multi Academy Trust

Broadway, Derby, DE22 1AU

Headteacher: Mrs A C Greaves

Tel:  01332 554831

Email: admin@stmarys.derby.sch.uk
Website; www.stmarys.derby.sch.uk
Twitter; @stmarysderby
Job Description – Receptionist/Administrator

Grade: 


Band 2 Point 11 to 15 (£17,007 to £17972 Pro Rata)
Hours:


22.5 Hours per week
Responsible to:
Headteacher / School Business Manager

POST OBJECTIVE: 

· To provide routine general clerical, administrative, welfare and financial support to the school

· To promote the ethos of the school in communicating with children, staff, parents, governors and visitors.
Organisation

· Undertake reception duties, answering routine telephone and face to face enquiries and signing in and out of visitors.
· Assist with pupil first aid / welfare duties, looking after sick pupils, liaising with parents, staff etc

· Assist with arrangements for visits to school by the school nurse, photographer, EWO etc

· To take a lead with the ordering and receiving of resources for the school

Administration  

· Provide routine clerical support eg photocopying, filing, faxing, emailing and completion of routine forms.

· Maintain manual and computerised records / management information systems.

· Undertake word-processing and other IT based tasks.

· Undertake routine administration eg registers / school meals.

· Action attendance policy, holiday request forms.

· Respond to the needs of the teaching staff when required.

· Take a lead in administration and distribution of reports to parents.

· Keep Inventory up to date

· Distribute letters / notes / flyers / newsletter around the classes

Resources
· Operate office equipment eg photocopier, computer, fax machine.

· Distribution and storage of supplies.

· Undertake occasional financial administration eg collect and record dinner money.

· Order and store school uniform supplies.  

Responsibilities
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality, data protection, reporting all concerns to the appropriate person.

· Be aware of and support the equal opportunities policy.

· Contribute to the overall ethos of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development.
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