
Maghull High School
JOB DESCRIPTION

	Post:
	Receptionist/Clerk
	

	Grade:
	D  SCP 5-6  (36hrs per week, Term Time) 

£23500 -  £23893 pro rata 
	

	Section:
	School Administrative Support
	

	Responsible to:   

	School Office Manager


JOB PURPOSE

Under the instruction/guidance of the school office manager, to act as the first point of contact for Maghull High School and promote a positive image of the school and the Southport Learning Trust at all times. To provide general administrative support across the school as required.
MAIN DUTIES

· Undertake reception duties, answering telephone and face-to-face enquiries and welcoming visitors
· Ensure all visitors to the school are correctly signed into and out of the building and safeguarding procedures are followed at all times using the Inventory system
· Deal with all incoming and outgoing mail and parcels including recorded deliveries
· Receipt of all deliveries of parcels and orders
· Record and arrange collection of examination mail
· Manage room bookings diary
· Record incidents of pupil sickness absence and medical appointments and initiate contact with parents in cases of non-attendance
· Provide MIS reports on student absence for monitoring purposes
· Maintain and update pupil records
· Use Microsoft Office for the production of letters, collation of reports and schedules
· Provide routine clerical support, including reprographics, photocopying, filing, emailing, scanning and completing routine forms and responding to routine correspondence
· Maintain stocks and supplies of resources, cataloguing and distributing as required and issue office stationery

· Deal with a range of administrative tasks to support pastoral and SEN teams and transition activities
· Assist in organising visits by the school nurse, photographer ensuring that necessary paperwork is in place
· Operate office equipment, including photocopier; franking machine, Net2 door system 
· Assist with pupil first aid/welfare duties, looking after sick students, liaising with parents/carers and or staff
Support for the School

· Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference to help ensure everyone has equal access to the services of the school and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.
· Contribute to the school and Trust ethos, aims and development/improvement plan.
· Work as part of a team, appreciating and supporting the role of other people in the team.
· Attend and participate in meetings as required.
· Undertake personal development through training and other learning activities including performance management as required
Note
This is not a comprehensive list of all tasks, which may be required of the postholder.  It is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.

School has approved a policy on Equal Opportunities in Employment and copies are freely available to all employees.

Prepared by:

Name
Mrs Claire Huyton






Designation
School Office Manager





Date




PERSON SPECIFICATION
Receptionist/Clerk
	Person Specification 

AE = assessed through application, 
I = assessed at interview 
E / D Essential / Desirable reference and evidence 

 
	

	Level 2 qualification in Numeracy / Maths and Literacy / English or equivalent qualification.
	AE
	I
	E

	NVQ Level 2 in Administration / Business or equivalent qualification or experience.
	AE
	I 
	D 

	Excellent listening skills, literacy skills, numeracy skills and ICT skills (word, excel, internet, email and Facility databases). 
	AE
	I 
	E 

	Evidence of continuing professional development, and willingness to expand levels of responsibility in accordance with the changing needs of the school.   
	AE
	 
	D 

	Willing to work as a member of the team and make a positive contribution to the team’s effectiveness  
	AE
	 
	E 

	High quality interpersonal skills with the ability to communicate effectively and appropriately with people at all levels. 
	 
	I 
	E 

	The ability to follow instructions accurately, but make sound judgments and lead when required. 
	AE
	 
	E 

	Familiarity with school administration systems and knowledge of SIMs
	AE
	 
	D

	Strong interpersonal and oral communication skills. 
	 
	I 
	E 

	Hard working, conscientious and accurate. 
	AE
	I 
	E 

	Passion, resilience and optimism to lead through day-to-day challenges while maintaining a clear strategic vision and direction. 
	AE
	I  
	E 

	An understanding of and commitment to equal opportunities in its widest sense and a commitment to inclusive education. 
	AE
	I 
	E 

	Motivation to work with children and young people. 
	AE
	I 
	E 

	The ability to form and maintain appropriate relationships and personal boundaries with children and young people. 
	 
	I 
	E 

	Emotional resilience in working with young people. 
	 
	I 
	E 

	A commitment to the safeguarding and welfare of all students. 
	 
	 
	E 
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