CONSTANCE BRIDGEMAN CENTRE
	Job description 


	Job Title
	Administrative Assistant & Receptionist

	Service area
	Constance Bridgeman Centre
	Function 
	

	Team 
	Office
	Post number
	
	Grade
	Scale 4

	Reports to
	 Head of Centre
	Post to be 

Re-evaluated
	 No

	Responsible for (include 

people and resources)
	Managing the day to day running of the school office, and  providing secretarial support to the management team as necessary.

	Purpose of Job

	To provide general administrative, reception and secretarial assistance in the office.
To organise office activities and coordinate the flow of communications.  
To perform a variety of duties relative to assigned area of responsibility.

	Major duties and responsibilities

	· Assist in clerical activities related to referrals, admissions, attendance, reviews, pupil reports, intake conferences, exclusions, incidents/restraint, recording staff absence, pupil data, requesting daily school dinner requirements.
· Communicate with other agencies, including LA, schools and parents, Police and other agencies and to coordinate, provide and receive information as necessary.

· Receive and screen calls and visitors; screen mail; schedule appointments and maintain office diary.
· Distribute and maintain records of keys for visitors and supply staff.

· Perform a variety of clerical duties such as filing, photocopying, receiving and transmitting messages and opening and routing mail; compose and type a variety of written materials such as letters, memoranda, certificates, minutes, reports, flyers/posters etc. 

· Help to prepare school reports. 
· Prepare and maintain pupil electronic files, records, reports and IEPs.

· Promote safe practice in the office as outlined in the Health and Safety policy.

· Manage and monitor the security of the office.
· Oversee the safe receipt of deliveries in line with procedures for receipt of goods/services.
· To ensure that the school office is organised efficiently and maintain the appearance and presentation of the front office.

· Perform related duties and responsibilities as required by the Head of Centre. 


	Prepared

By
	E D’Ath
 
	  
	
	Date
	 July 2021


NEW RUSH HALL GROUP 

	Person specification




	Job Title
	Administrative Assistant 

	Service area
	Constance Bridgeman Centre
	Function 
	

	Team 
	Office
	Post number
	
	Grade
	 Scale  

	Method of candidate assessment:  E=Essential  D=Desirable

	Selection Criteria
	E  D

	Education and Qualifications: 

GCSE English or equivalent with excellent literacy skills
 
	E


	Experience:

Working in a school environment

Secretarial Role

Managing telephone and reception
Competent use of management information systems and Microsoft Word/Excel 
	D
D

D
E

	Skills:

Dealing effectively and calmly with parents, pupils and visitors

Organisation of workload and staff

Flexible approach to work

Compliance with office systems

Using ICT effectively

 
	E

E

E

E

D



	Knowledge: 

School related issues, e.g. exclusion procedures, registration regulations, admission procedures;

Assisting in the organisation of meetings, parent evenings, school functions, preparation of school reports.

Ordering goods/services.

 
	D

E

D

 

	Other job requirements:

Ensure that all necessary resources are available and functioning efficiently to contribute to the smooth operation and coordination of the school office.

	E

	Prepared by
	 
	 
	
	Date
	


