
 

 



 

first point of contact for parents and visitors, providing a warm and professional 
welcome. 

distribution of incoming/franking of outgoing post; 

monitoring answerphone messages; proof-reading of pupil reports, letters, and other documentation; 

administration of school office electronic mail inbox; supporting administration processes; 

recording of pupil absences; keeping the Main Reception and waiting areas tidy; 

recording accurately telephone messages and sharing information in a timely manner; flexibility to cover other office duties during staff absences and at times of pressure; 

resolving parent queries and pupil problems; sharing responsibility with all adults in the school for the safeguarding of all children and 
young people. 



 

data inputting and management as required;  

supporting the pupil ‘independent support’ process by supporting communications 

between staff-members; 
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