
 

Job Description 
 

Job Title: Receptionist/Admin  

Grade: Scale 4 ( £22,995) 

Hours: 35 hours per week, pro rata   

Contract: Temp, 1 year Maternity Cover 

School: Beam County Primary School 

 

ROLES AND RESPONSIBILITIES 

Purpose of the Job 

 

 To provide a confidential administrative service to the school. 

 To assist the work of non-class based staff 

 To support the Headteacher/Office Manager/Finance when needed. 

 

Main Responsibilities: 

 

 Liaising with Borough relating to new admissions. 

 Maintaining the waiting list at the school. 

 Compile letters for registration, drop in days and start dates. 

 Registration, checking birth certificates, utility bills etc. for Reception, Nursery children and new 

intake. 

 Input all data for new Reception, Nursery children and new intake. 

 Contact schools to retrieve and send information for new starters and leavers. 

 Maintaining children’s files. 

 Checking SAM for new starters and update leavers numbers. 

 Assign individuals to new year/class. 

 Liaise with the Borough Attendance Officer, Attendance Governor and Parent Support Adviser.  

Raise attendance CAFs and instigate attendance liaison meetings. 

 Provide Integris G2 attendance reports monthly, termly and yearly for the Headteacher and 

Borough Attendance Officer as necessary. 

 Organise meetings with Borough Attendance Officer and parents regarding persistent absentees. 

 Work towards school achieving the annual target for attendance. 

 Produce Weekly, End of Term and Year End Certificates. 

 To maintain and complete school census and SWF census. 

 Assist with maintaining and completing end of year duties on Integris G2. 

 Assist Headteacher with maintaining her diary and appointments. 

 Assist SLT with daily tasks. 

 Minute taking when required. 

 Assisting with reception duties as necessary. 

 Responsible for office emails and distribution 

 Assisting with SEND admin. 

 

 

 

 



 

Administration 

 

 Undertake reception duties, answering routine telephone and face to face enquiries and signing 

in visitors. 

 Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc. 

 Fire Warden Duties. 

 Assisting with arrangements for visits by school nurse, photographer etc. 

 Organising parent helpers for teacher’s classroom/school trips. 

 Responsible for ensuring all consent forms for school trips are signed. 

 Provide routine administrative support e.g. photocopying, filing, e-mailing, complete routine 

forms. 

 Maintain manual and computerised records/management information systems. 

 Undertake typing, word-processing and other IT based tasks. 

 Undertake routine administration e.g. registers/school meals. 

 Liaise with school clubs and provide information to staff. 

 Responsible for ensuring all video consents forms and Home School Agreements are signed and 

up to date and other documentation or agreement within this criteria. 

 Assisting with SEND admin. 

 

 

HR Administration – Recruitment 

 

 Organise recruitment process (adverts, recruitment packs, contacting candidates, interview 

schedules, obtaining references and starter pack information along with Finance/Office Manager 

 

 

The above mentioned duties are neither exclusive nor exhaustive and the postholder may be 

called upon to carry out such other appropriate duties as may be required by the Line 

Manager; within the grading level of the post and the competence of the postholder. 

 

 


