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WHICKHAM




Job Description 

School Receptionist
Two posts
Part time - Term time plus 5 days
Either 10am – 2pm or 2pm – 6pm

Grade C £15,507-£16,191 per annum pro rata
We will also from time to time, ask for some flexibility with your hours if we have events before or after school or during exam times, and therefore while the core hours are set, it is with an understanding that we may need you to come in earlier or finish a little later on occasion.
Role

To perform school reception duties, be the first point of contact for all visitors to the school, and provide routine clerical and administrative support under the guidance of the Office Manager.
Main Duties

· To ensure all visitors are appropriately identified and signed in as per the school safeguarding procedures.
· Maintaining the meeting room booking system.
· To update pupil attendance records as required
· To support administration staff with a range of clerical tasks
· To provide support to the Sixth Form Administrator
· To assist with examinations related duties during peak exam times
· Database administration
Other Duties

· To carry out any other administrative tasks commensurate with the role under the instruction of the office manager.
Staff Development

· To undertake and record training relevant for the role

· To undertake training in order to cover for absent colleagues when required.

