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This school is committed to safeguarding and promoting the welfare 

of children and young people and requires all staff to share this commitment. 
 
 

Job Title:  Receptionist/Clerical Assistant 
 
Responsible to: Headteacher/Administration Manager 

 
Job Purpose: To provide excellent customer service to visitors and clerical support               

within the school office. 

 
Main duties and responsibilities: 

 
 To undertake reception duties and act as the first point of contact for all pupils, visitors, 

parents/carers, outside agencies, issuing visitor passes if appropriate. 

 To operate the school telephone and email systems, forwarding calls and emails as 

appropriate and taking messages as required. 

 To manage daily attendance using SIMs, contacting parents regarding absences using 

‘SchoolComms’ system and providing accurate dinner numbers to the school kitchen. 

 To provide clerical support to teaching staff, including routine typing, filing, photocopying, 

laminating and binding. 

 To be responsible for all written communications to parents/carers to include stamping and 

posting all external letters and parcels. 

 To be responsible for producing and updating standard school proformas to include: form 

teacher reports, staff lists, class lists, signing in sheets etc. 

 To manage the Parent Booking system. 

 To deal with all administrative matters relating to school transport, including the provision of 

temporary bus passes. 

 To produce certificates for pupil recognition as and when required e.g. values, attendance. 

 To coordinate distribution of early lunch passes. 

 To provide clerical support in connection with pupil intake and pupil transfers. 

 To liaise with the providers of reprographics, ensuring that equipment is repaired and serviced 

promptly. 

 To act as the initial collection point for monies received from pupils and transfer to the Finance 

Assistant in accordance with school procedures. 

 To assist with the maintenance of the pupil database, including changes of address, 

emergency contact numbers etc. 

 To arrange coach/rail transport for school trips as and when required. 

 To open, sort and distribute post, including that received via the county courier service. 

 To maintain stocks of stationery and office supplies.
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 To manage distribution of pupil lockers purchasing new keys as required. 

 To oversee the distribution of school uniform and facilitate the purchase of uniform for Pupil 

Premium pupils. 

 To assist with ordering of supplies, receiving deliveries of stock, checking against delivery 

notes and informing intended recipient and Finance Assistant of any shortages, damage etc. 

 To care for sick pupils, administering first aid and medicines as necessary and contacting 

parents when required. 

 To complete accident forms for pupils and staff, logging incidents/accidents electronically on 

AssessNet as required. 

 To deal with lost property, ensuring the return of named items and safe storage of unclaimed 

and unlabelled clothing and equipment. 

 To undertake further training, as deemed relevant by the Headteacher. 

 To maintain confidentiality at all times in respect of school related matters and to prevent 

disclosure of confidential and sensitive information. 

 To undertake any other duties of a similar level and responsibility as may be directed by the 

Headteacher. 

 
 

 

AGREED with the Headteacher 

 
on………………………………………………………………………. 
 

 
Headteacher……………………………………………………….. 
 

 
Postholder………………………………………………………….. 
 


