
JOB DESCRIPTION 
Job Title School Receptionist/Administrative Assistant 

School Riverdale Primary School Salary Grade B+ 
SCP 11-13 

Working Hours 22.5 hours Working 
Weeks 

Term Time 
Only 

Responsible to:- Headteacher and the Governing Body 
 
Line Manager:-        School Business Manager 
 
Responsible for:     Reception and Administrative Support,  
 
Liaison with:-          Staff, Pupils and Parents 
 
Purpose of Post:  
 

Under the instruction of senior staff: provide support to the school by 
providing administrative support and an efficient and courteous Reception 
service. 
 

Main Duties and Responsibilities  
 
Organisation   

 
1. To be the first point of contact in school and promote a professional image of 

the school 
2. Ensure visitors are signed in and out correctly to comply with Safeguarding 

and Health and Safety regulations 
3. To respond to communication from all parties (parents, pupils, teachers, 

governors etc.) in person/via telephone/email etc. ensuring appropriate 
action is taken and needs are met in a professional manner 

4. Keep the school diary up to date; synchronising senior staff diaries to the 
school diary where appropriate. To input all appointments into the electronic 
diary 

5. Open, sort and distribute mail on a daily basis. 
6. Ensure recording and dispatch of outgoing post on a daily basis 

 
Administration 
 

1. Provide general/clerical administrative support to the school e.g. 
photocopying, filing, etc. 

2. Maintain manual and computerised records/management information 
systems 

3. Produce lists/information/data as required 
4. Undertake typing and word-processing and other IT based tasks 
5. Take notes at meetings 
6. Maintain and collate pupil records and reports 
7. Daily input of class registers onto the relevant system and production of the 

daily lunch registers 



8. Organisation and administration of trips and visits, completing costings, 
collect parental contributions and make bookings as appropriate 
 

Resources 
 

1. Operate relevant office equipment and computer packages 
2. Maintain stock and supplies, cataloguing and distributing as required 
3. Undertake general routine financial administration e.g. processing orders, 

daily input and weekly balancing of lunch money 
4. Prepare and record income for banking 

 
Responsibilities 
 

1. Maintain awareness and adherence with all school policies and procedures 
relating to child protection, health and safety, security, confidentiality and data 
protection. Reporting all concerns to the School Business Manager 

2. Contribute to the overall ethos, vision and aims of the school 
3. Attend and participate in relevant meetings as required 
4. Participate in training and other learning activities and performance 

development as required 
5. Show a duty of care and take appropriate action to comply with health and 

safety requirements at all times 
6. To actively participate in the life of the school i.e. attending, organising and 

helping out at school events as appropriate 
7. Demonstrate and promote commitment to equal opportunities and to the 

elimination of behaviour and practices that could be discriminatory 
 
The duties above are neither exclusive nor exhaustive and the post holder may be 
required by the School Business Manager/Headteacher to carry out appropriate 
duties within the context of the job, skills and grade.  
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