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JOB DESCRIPTION


	Job Title:
	Business Administrator | Reception Focussed

	Responsible to:
	Executive PA

	Working arrangements:
	Term time only with an additional 5 days, worked in the school holidays and agreed with Line Manager.

	Main Purpose:
Admin support enables other members of the team to deliver their services efficiently and effectively. Business Administrators provide vital support to teams to ensure parent/carer questions and requests are responded to efficiently, accurate records are maintained and other staff within the team receive the support they need to do their own jobs well.
As a Business Administrator you will learn about the service the team provide and how it makes a difference to people’s lives. You need to work as a team to anticipate and meet the needs of team members who may be in the office, working remotely or in the community.

	Main Tasks:
· To act as first point of contact with parents / carers and wider stakeholders of the school.
· To ensure the School Office is manned at all times.
· To deal with enquiries, answering telephone, responding to and forwarding emails and relaying messages to staff. 
· To ensure all visitors are signed in at reception and a visitor pass issued and rigorous safeguarding procedures are followed.
· To maintain the staff sign in application throughout the day, daily.
· To undertake bookings for various meeting rooms. 
· [bookmark: _GoBack]To ensure the security system and visitors accessing reception is always monitored and using appropriate back up support systems if required and manually open the visitor’s gates if required.
· To take receipt of deliveries, store in School Office and contact recipient.
· To sort incoming mail and franking, record and despatch of outgoing mail. 
· To produce school documentation required by staff and departments as directed. 
· To produce Excel spreadsheets as required by staff and departments as directed. 
· Liaise with staff, parents/carers and external agencies as appropriate, sharing information as directed and ensuring local procedures and GDPR guidance are followed.
· To provide refreshments, as and when required, for parent/carer or staff meetings.
· To photocopy and reproduce documents as and when required. 
· To arrange the collection of confidential waste, liaising with the site team.
· To cover other support areas as and when required.
· To deal with all confidential matter with tact and discretion. 
· Assisting the Principal’s Executive PA as required.
· To carry out the above duties in accordance with Children’s Services Equal Opportunities Policy. 

	Professional Behaviour
· To be professional, friendly and respectful towards all colleagues and visitors, and to address any concerns through proper channels.
· To develop a relationship with pupils which is professional, firm, fair, caring and friendly, and based upon mutual respect.
· To be friendly, helpful and welcoming to parents/carers and others visiting or making contact with the college.
· To support and uphold the aims, values and ethos of the college.
· To maintain an appropriate and professional distance with pupils in more informal situations.
· To use the college’s behaviour management policy to deal with pupil behaviour in a manner which is appropriate to the context. 
· To celebrate and praise the achievements of staff and pupils.
· Be smartly and professionally dressed.

	Miscellaneous
· To engage actively in the performance review process.
· To undertake professional development as agreed at performance review meetings.
· To play a full part in the life of the college community, to support its distinctive aim and ethos. 
· To comply with the college’s Health and Safety policy and to undertake risk assessments as appropriate.
· To show a record of excellent attendance and punctuality.




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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