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JOB DESCRIPTION


	Job Title:
	Business Administrator

	Responsible to:
	Executive PA

	Main Purpose:
To provide a full-time receptionist and secretarial service for the school and to ensure appropriate administrative procedures are undertaken.  To act as first point of contact with parents / carers and wider stakeholders of the school.


	Main Tasks:
· To deal with enquiries, answering telephone and relaying messages to staff and students. 
· To deal with student enquiries at the student reception hatchway. 
· To ensure all visitors are signed in at reception and a visitor pass issued and rigorous safeguarding procedures are followed. 
· To undertake bookings for various meeting rooms. 
· To ensure the security system and visitors accessing reception is always monitored and using appropriate back up support systems if required. 
· To sort incoming mail and franking and despatch of outgoing mail. 
· To word process and produce school documentation required by staff. 
· To create Excel spreadsheets as required by staff 
· [bookmark: _GoBack]Liaise with staff, parents/carers and external agencies as appropriate, sharing information as directed and ensuring local procedures are followed. 
· To photocopy and reproduce documents as and when required. 
· To deal with all confidential matter with tact and discretion. 
· To carry out the above duties in accordance with Children’s Services Equal Opportunities Policy. 




This job description may be amended at any time following discussion between the Principal and member of staff, and will be reviewed annually.

St Richard’s is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will need to undertake a Disclosure and Barring Service (DBS) enhanced clearance check. 
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