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BishopBarrington
SCHOOL
SPORTS WITH MATHEMATICS COLLEGE







The school has high expectations and is committed to continuous improvement as it strives to accomplish its agreed and published aims. This job description indicates the special responsibilities and accountabilities, apart from taking part in the whole professional life of the school, you have to help with this aspiration. It particularly points out activities where you have a lead and developmental role.

	Salary Grade
	The postholder's salary is on the A P T & C scale range Grade 1 point 3 appropriate to age and experience, for the responsibilities of this post.

	Purpose of the Job


	To ensuring effective operation of the school’s reception area.

	Particular Responsibilities

	· To ensure that services appropriate to the post during the school sessions are of the highest quality.
· To ensure an efficient flow of work and that deadlines are met.

· To undertake appropriate training, commensurate to the responsibilities of the grade, including in ICT.

· Meeting, greeting and dealing with visitors enquiries 
· Assisting with students queries 



	Key Tasks
	· To ensure that the procedures for welcoming parents/carers and visitors are met.

· To ensure the smooth administration of the school telephone services

· To deal with student enquiries
· Receiving incoming mail

· Recording and managing of outgoing mail

· Booking of meeting rooms

· Ensuring meeting rooms are appropriately stocked with teacups and  beverages  
· To carry out general tasks as required by the Senior Clerical Assistant


	Relationships
	The post holder is responsible to the Senior Clerical Assistant  in all matters and to the Headteacher for for her overall conditions of employment. The above duties and responsibilities are not an exhaustive definition of all the tasks associated with the post. These duties may vary from time to time without materially affecting the level of responsibility or character of the post and this is reflected in the grading.


Your Job Description will be reviewed with your Line Manager at your performance management review.
	Headteacher/Line Manager signature: 
 …………………………………………………………
	Date: …………………..

	Post Holder signature:
 …………………………………………………………
	Date: ……………………
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