	
	
	



Job Description 
Student Reception Administrator
Full time – term time 37.5 hours per week (8.00am – 4.00pm)

Job Description:
Main purpose 
To provide clerical and administrative support to the Student Welfare team.
 Duties and responsibilities 
· Rigorously monitor entry systems for the student reception gates and student reception area.
· Process emergency alerts 
· Ensure IHCPs are up to date
· Ensure that students arriving late or leaving during the school day are recorded in line with the Student Attendance Policy and recorded on Arbor.
· Support the Student Welfare Team with administrative tasks as required. 
· Liaise with parents, colleagues and external contacts always ensuring confidentiality
· Support Senior Leaders with administration regarding medical and catch up for attendance paperwork
· Support the Student Welfare Manager with the upkeep of Individual Health Care plans and subsequent information held on the academy MiS 
· Arrange meetings and events as directed by the Student Welfare Manager
· Support in the co-ordination of the academy immunisation programme.
· Work both as part of a team or unsupervised, prioritising own work and meeting deadlines. 
· Be a duty presence in school as students arrive in the morning
· Maintain records of uniform, medical and personal hygiene supplies and stock, cataloguing and distributing and ordering stock and equipment as required
· Administer first aid on completion of relevant training, look after sick pupils and liaise with parents and staff etc
· Maintain display boards and to ensure these are refreshed regularly
· Any other responsibilities deemed appropriate to the level of the post.





	
	
	



