
JOB DESCRIPTION 
School Receptionist and Administrator 

Pay scale: Grade E - F 
 

Job Title: Office Administrator and Receptionist 
Responsible to: Head of School Wyndham Park 

Main Job Purpose: 
 
 

As a friendly face, you will work closely with the Head of School and the 
closely- knit Wyndham Park Team, including the wider and key 
personnel within all the schools in the Trust.  Whilst the focus of this 
role is being the face of the school it will incorporate a wider element of 
stakeholder engagement and admin tasks.  This will involve working 
with pupils and parents and being the first point of contact of anyone 
visiting the School.  This is a people focused role and having a gracious 
and friendly demeanor together with a positive attitude is key. It is likely 
that this job and associated responsibilities will grow. 

 

Main Duties 
 
1. To act as welcomer and a friendly face at Wyndham Park Infant School & to run 

the pupil admin side of the school efficiently and effectively. This will include|: 

Reception 

• Welcoming all visitors to the school. 
• Answering the telephone - This will involve dealing with queries, taking 

accurate messages and often bringing solutions. 
• Parental Queries. 
• Making appointments for eg: the Head of School, health professionals, new 

parents to visit the school. 

Administration 

• Pupil Admissions. 
• Admin related to school lunches. 
• School Trips - liaising with and booking transport, costings for trip per pupil.  
• Correspondence to parents and other stakeholders under direction of Head 

of School. 
• Collect income for trips, uniform, charitable collections. 
• Being an extra pair of hands when required within the classroom if 

additional help is required with pupil who may be ill or upset whilst waiting 
for parent collection. 

• Attendance. 
• Ordering of school fruit and milk. 
• Breakfast Club register to be updated and closed, as well as managing 

payments and any booking queries.  
• Liaising with contract cleaners/caterers. 
• Aiding with general paperwork re SENCo information. 
• Meter reading and reporting. 
• Aiding the Head of School with contacting Employment Agencies re 

staffing. 



2. To maintain efficient filing systems, ensure confidential papers are stored 
appropriately. 

3. Accompany pupils as an additional adult on school trips/outings, if required. 
 

4. To assist the Head of School with her SENCO role when required, such as taking 
minutes, arranging and attending annual reviews. 

5. To undertake the necessary administration associated with the intake of new 
pupils and pupils leaving the school ensuring records are forwarded appropriately. 

6. To be responsible for the maintenance of electronic and manual records, including 
completion of returns, reports and statistics as required by the LEA and/or third 
parties.  To maintain at all times the utmost confidentiality with regard to such 
records.  To carry out the Pupil Census. 

7. To maintain the office calendar, arranging appointments and liaising with staff 
regularly to follow up on external and internal communications. 

8. To develop and maintain professional, supportive working relationships with all 
staff, parents, carers, governors and other agencies connected with the school. 

9. To ensure all written correspondence and documents are accurate. 

10. To input and maintain database records as required. 

11. Working with the centralised Admin team to aid their work across the Trust. 

12. To undertake any other duties as may be reasonable required by the line manager. 

 

Essential Attributes 
 

 
- Excellent interpersonal skills and positive working relationships with colleagues, parents 

and pupils. 
- Be kind, flexible and compassionate. 
- Flexible and adaptable team player. 
- Highly motivated, organised and proactive. 
- Positive, professional and resilient. 
- Ability to work on own initiative and also as part of a team. 
- Ability to interact with a wide range of people. 
- Ability to remain calm under pressure. 
- Sense of humour. 
- Willingness to listen and have empathy with parents, children and staff. 

 
 

Problems and Decisions 
 
The job holder must prioritise their own workload whilst ensuring that all enquiries are dealt 
with expeditiously; this may require altering working patterns at certain times. 

 
 

Supervision and Management 
 
The job holder does not have any supervisory responsibilities. 

 



Contacts 
 
Regular contact with staff, pupils, parents, carers, visitors and visiting professional staff. 

 
 

Flexibility 
 
This position is based at Wyndham Park. However, there will be a need to work across the site 
on occasions. 

 
 

This is not a comprehensive list of all tasks which may be required of the postholder. It is 
illustrative of the general nature and level of responsibility of the work to be undertaken, 
commensurate with the grade.  This job description may be amended at any time in 
consultation with the postholder. 
 
Our school is committed to safeguarding and promoting the welfare of children and 
expects all staff and volunteers to share this commitment. The successful candidate will 
be subject to a Disclosure and Barring Service (DBS) check.  
 
 
 

  



 

 

 
PERSON SPECIFICATION 

                                      School Receptionist / Administrator 
 

CRITERIA ESSENTIAL DESIRABLE 
 

Qualifications & 
Experience:  

- Excellent literacy skills, good level of 
written English, spelling and grammar.   

- GCSE grade C or above in English 
and Maths or equivalent. 

- Successful experience of working in 
an administrative role. 

 

Technology  - A good working knowledge of 
Word/Excel.   

  Knowledge of Arbor  

Communication:  
  

- Ability to work on own initiative, under 
pressure and manage priorities.  

 

Verbal  - To be clear, concise and sensitive.   
- Ability to manage difficult or 

controversial exchanges.  
- Ability to engage with various 

stakeholders.  

 

Relationships  - Team worker with a flexible approach 
to the role and its future development.  

- Ability to form and maintain 
appropriate relationships with staff, 
colleagues and external stakeholders.  

 

Team Work  - Willingness to contribute to the work of 
the team and SRET community as a 
whole.  

 

Information  - Ability to contribute to the development 
and implementation of effective 
systems to share and safeguard 
information.   

 

Organisational 
skills  

- Excellent organisational skills.  
- Ability to remain calm under pressure.  
- Ability to work unsupervised.  
- Well organised and able to juggle 

competing priorities.   

 

Confidentiality/Data 
Protection  

- Understand procedures and legislation 
relating to confidentiality and apply 
them (training will be given).  

 

Personal Qualities:  - Be a reliable team member with a 
sense of humour and lots of patience. 

- A commitment to safeguarding and 
promoting welfare for all.  

- Compassionate, welcoming & kind 
- A can do attitude 
- A willingness to help  

 

  


