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Snodland Church of England Primary School
Job Description
Job Title:

School Receptionist
Reports to:


School Business Manager






Grade: 


KR3


Hours:



2.5 days a week – 19 hours a week





Mondays 
8.15 - 12.15




Tuesdays 
8.15 - 4.15





Fridays 
8.15 – 4.15 

PURPOSE OF JOB
To provide an effective, efficient administration within the school admin team.
PRINCIPAL ACCOUNTABILITIES

· Act as the main point of contact for the school, assessing the nature of telephone calls, referring them to the appropriate person, receiving visitors in a courteous, prompt and efficient manner to ensure that staff, service users and members of the public who contact the school are dealt with efficiently and consistently.


· Support the day to day administrative functions of the school including word processing, IT based tasks requiring knowledge of various ICT packages and operation of office equipment and the processing of incoming and outgoing mail.

· Assist with all other administration processes during periods of absence or reduced staff levels.

· Administer medication as required.


· To carry out general administration duties including filing, attendance, admissions, Parentmail, SIMS, trips and anything else as requested by your line manager.
