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	Vacancy Reference No:

	Job Title:
	Receptionist 
	Job Number:
	

	Directorate:
	People Directorate 
	Post Number:
	

	Service:
	Services for Schools 
	Grade:  3
	

	Location:
	Earlsdon Primary School 


Job Purpose:

To work as part of a busy team under the supervision of the Office Manager. To provide efficient and pro-active clerical and administrative support for the school. To be the first point of contact for callers and visitors to the school offering guidance and assistance both personally and by telephone.
Main Duties and Responsibilities:
• Act as a first point of contact, to provide an efficient, effective, helpful and friendly information service. 

• Make appointments for the senior staff, as directed, filter telephone calls and process enquiries where appropriate. 

• Provide efficient telephone switchboard service in relation to first day calling, dealing with front line calls to the school and directing them as appropriate. Take messages and pass on information as necessary and work as part of a team. 

• Undertake word processing, basic letters, duplicating and collating, emailing as directed. 

• Receive and distribute post through the school, ensuring all outgoing post is stamped mailed. 

• Maintain and update the electronic diary for school. Co-ordinate room bookings.
• Maintain and update all filing and records systems. 

• Sign for, and check delivery of, goods to school, ensuring delivery notes are handed to relevant personnel and that relevant members of staff are informed of the delivery. Put away deliveries and maintain order. 

• Liaise with the outside agencies such as the NHS and other Council staff, photographers as required. 

• Maintain school stationery supplies, ensuring that order request forms are completed as and when goods are required. 

• Maintain, order and check inventory of school Frist Aid. 

• Assist with the preparation of Community Events within the school, e.g. Family Open Evenings Managing 
Pupil/Staff Data 
• Keep accurate records of all pupil absences. 

• Supervise and support the class team in contacting parents when pupils are absent from school and reasons have not been provided (first day calling). 

• Sign children in and out of school and update the central attendance data base. 

• Responsible for collection and input of information, particularly with regard to statutory information including
children’s data collection sheets, parental permission slips for use of ICT/internet, and in relation to GDPR. 

• Collect common transfer files from the internet to download onto the school database.
· Hold a current paediatric first aid and first aid in the workplace certificate or willingness to learn. 
· Record first aid incidences to the local authority.
GDPR 
• Maintain the confidentiality of all information and the security of office systems, records, files and equipment in line 

with GDPR
General Administration 
• Liaise with academic and support staff, Local Authority staff and external organisations as appropriate. 

• Ensure all First Aid bags/boxes within the school are fully equipped, replenish and reorder when necessary. 

• Print new pupil starter packs and paperwork. 

• Prioritise workload effectively and meet deadlines appropriately. 

• Liaise with the Headteacher regarding prospective parent’s viewings, arranging dates/times. 

• Attend training sessions as and when required 

• In co-operation with the Governor Support Team provide administrative support to the Senior Leadership Team 

• Establish and maintain administrative and clerical support procedures with the operation and effective use of 
information technology, ensuring efficient and effective use of office equipment and software packages 

• To be responsible and accountable for carrying out the duties of the post with regard to the City Council’s equal opportunities policy, and health and safety law, and to ensure that duties will include the processing of any personal data are undertaken in accordance with the Data Protection Act 1998 

• To undertake any other duties and responsibilities within the range of the salary grade and nature of the post

Any other duties and responsibilities within the range of the salary grade.

Safeguarding

 Everyone who works at Earlsdon Primary School has the responsibility for promoting the

 safeguarding and welfare of children.

Commitment to Safeguarding Children

· To ensure awareness of school policy and procedures re Child Protection.

· To become aware of the signs and symptoms of abuse by attending relevant courses.

· To report all causes for concern to the Child Protection responsible officer or Headteacher.

· To ensure the safety of all pupils in the school learning environment both indoor and outdoor.

· To promote learning opportunities that raise pupil awareness re: How to Keep Safe.

All duties and responsibilities must be carried out with due regard to the City Council's Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the City Council's Equal Opportunities Policy.

Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines. 

Responsible to:
Head Teacher 
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	Person Specification


	
	
	
	

	Job Title:
	Cover Supervisor & PE Specialist 
	Job Number:
	

	Directorate:
	People Directorate
	Post Number:
	

	Service:
	Services for Schools 
	Grade:
	

	Location:
	Earlsdon Primary School


	
	Job Requirements

	Knowledge:
	· Knowledge of the skills and techniques, rules and regulations in a range of sports. 
· Knowledge of the National Curriculum for all subjects, in particular, Physical Education, Early Years, Key Stage 1 & 2 and assessment procedures. · 

· Ability to organise safe, active, either competitive or co-operative games with a whole class of children. · 

· Working knowledge of First Aid. ·
· Working knowledge of Health & Safety procedures.
· Good communication skills with children, parents and staff. · 
· Ability to explain tasks simply and clearly to follow instructions. · 

· Ability to liaise with staff and to provide verbal and written information for reports and children’s records. · 

· Able to work with limited supervision, but under guidance from the Headteacher or PE Coordinator · Able to undertake duties with regard to heath and safety issues. · 

· Able to assist in record keeping by being involved in the observation and assessment of children. Develop and maintain efficient record keeping systems. · 

· Willing to undertake tasks such as toilet accidents, clearing away materials. 

· Able/Willing to undertake a pattern of hours as determined by the school. · 

· Enthusiasm for active learning for all children. · Warmth and openness in relationships, flexibility and resourcefulness. 

· Ability to work in a team as well as independently demonstrating using initiative and pro-activity. 

·  Able to manage time and resources to provide fast-paced, well- prepared PE lessons. 

· Commitment to professional development and interest in sports outside school. · 

· Open-minded and creative. · 

· Personal sporting achievements. · 

· Ability to deal with challenging behaviour (from children and adults) in a calm and appropriate manner. · 

· Ability to respond to individual’s physical learning needs, from special needs to gifted and talented. ·

· Show sensitivity and objectivity in dealing with parents, members of the school community and visitors. · 

· Demonstrate good practice on the classes taught, with regard to attendance, punctuality, behaviour (to include children being responsible for ensuring they have a full kit) and respect.
·  Demonstrate a commitment to equal opportunities.
· 


	Skills and Abilities:
	· Good communication skills with children, parents, and staff.

· Ability to explain tasks simply and clearly and to follow instructions.

· Ability to liaise with staff and to provide verbal and written information for reports and children's records.

· Able to undertake duties with regard to health and safety issues 

· Able to assist in record keeping by being involved in the observation and assessment of children. Develop and maintain efficient record keeping systems

· Willing to undertake tasks such as toilet accidents, clearing away materials.

· Able/willing to undertake a pattern of hours as determined by the school.

· Enthusiasm for active learning for all children

· Warmth and openness in relationships

· Flexibility and resourcefulness

· Ability to work in a team as well as independently demonstrating using initiative and pro-activity
· Able to manage time and resources to provide fast-paced, well prepared PE lessons

· Able to deliver whole class lessons across the curriculum

· Commitment to professional development 

· Interest in sports outside school

· Open minded and creative
· Personal sporting achievements 
Ability to deal with challenging behaviour in a calm, fair  and appropriate manner.
Ability to respond to individual’s physical learning needs.
Show sensitivity & objectivity in dealing with parents, members of the school community and visitors

Demonstrate good practice on the classes taught with regard to attendance, punctuality, behaviour and respect.
Demonstrate a commitment to equal opportunities 

Be able to problem solve

Maintain positive behaviour and inclusion in accordance with school policies




	Experience:
	· Current or recent practical experience of working with young children in a group setting.

· Experience of working with children in the primary age range, promoting high quality PE and school sport

· Experience of working with other agencies (eg other schools) to promote and develop PE and school sport
· Experience of delivering whole class lessons in the primary age range
· Experience of planning and leading sports clubs



	Educational:
	· Be willing to participate in further training and development opportunities offered by the school and local authority to further knowledge


	Special Requirements:
	· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Barring and Disclosure check will be required prior to appointment.




