Forest Prep
School
Job Description and
Personal Specification

Receptionist/
Administration
Assistant
Maternity Cover, Part-Time

Job Description
A.
Responsible to:
Emma Birtles (Office Manager), Graeme Booth (Headteacher).
B.
Main Purpose of the Post
To provide a high standard of reception and administration assistance. The Receptionist/Administration
Assistant will work as the first point of contact for all visitors to provide a warm and welcoming service.
S/he will work closely with the Office Manager, Finance and Administration Assistant and Headteacher to
ensure effective communication is provided for the school community. S/he will provide administrative
support to the office team and Headteacher in their roles and the general running of all aspects of school life.
The post holder will be friendly, hard-working, adaptable, vigilant, positive and a willing member of staff.
C:
Job Description
The Receptionist/Administration Assistant will work on the following key areas:




Act as the first point of call and sign in visitors according to the school’s safeguarding policy,
maintain the office and entrance area.
Answer the telephone in an effective and professional manner, take and relay messages and
manage the office voice mail.
Open and distribute post and deal with outgoing post, including visiting the post office.
Receive and distribute deliveries, liaising with staff as necessary.
Organise the school office resources.
Carry out general office administration, including photocopying, scanning, laminating and filing.
Issue and administer consent and medical forms to parents.
Deal with any first aid incidents brought to the school office (head injuries only); administer
medication to pupils.
Maintain stock levels of First Aid boxes and issue related First Aid policies.
Deal with prospective parent enquiries, book prospective parent appointments, send out
prospectuses and input relevant information onto the school iSAMS database. Support the Office
Manager with Admissions Administration, sending and collecting New Starter information and forms,
input returned information onto iSAMS database; ensure all pupil and family information is kept up-todate on iSAMS.
Provide support to the office team and Headteacher.

C:

Working Hours











This is a part-time, term-time only contract, with normal working hours of 9:30 a.m. to 1:30 p.m.
Monday to Friday. An additional 6 hours per week must be worked during school holidays, (being 2
x 3 hours, to be mutually arranged).
D:




E:

Standards and Quality Assurance
Support the school's aims and ethos.
Attend in-service training, team and staff meetings as appropriate.
Be proactive in matters of health and safety.
Probationary Period:

The probation period is three months.

Personal Specification – Receptionist/Administration Assistant
The skills and attributes that follow are essential to the role.
A:
Communication skills
The ability to make points clearly and understand the views of others.
The Receptionist/Administration Assistant should be able to:
 Apply a personable and cheerful manner with the ability to communicate clearly, concisely, both
verbally and in writing to pupils, parents, visitors and colleagues.
 Demonstrate integrity, discretion and confidentiality.
 Manage good communication systems.
 Be presentable at all times.
B:
Self-management
The ability to plan time effectively and to organise themselves well.
The Receptionist/Administration Assistant should be able to:
 Be organized and efficient.
 Demonstrate a high level of loyalty and professional conduct.
 Work well as part of the office team to make an active contribution towards the office and school’s
goals.
 Prioritise and manage their time effectively within a changing, pressurised working environment.
 Be self-motivated.

D:
Previous Experience
The Receptionist/Administration Assistant should have previous experience within the following:
 Microsoft Office - Word
Desirable
 Typing/Keyboard skills
Essential
 General Administration
Essential
 Customer Services
Desirable
 Reception Duties
Desirable
 School/Other Management Information Systems (MIS).
Desirable
E:
Qualifications
Educated to at least GCSE Level 4/5 standard in English and Mathematics.
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