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Part-time Administration Assistant/Receptionist April 2026 – fixed term post  
12 hours a week term-time (Tuesday and Wednesday from 8.45am - 3.15pm)
Job Profile – Part-time Administration Assistant/Receptionist
	Job Title
	Administration Assistant/Receptionist

	Responsible to  
	Head of School/Bursar

	Receives instruction from:  
	Head of School/Bursar

	Pay scale
	Surrey Pay 4

	Hours
	Tuesday and Wednesday  8.45am – 3.15pm
Term time 

	Start date
	13th April 2026

	Closing date for applications
	Friday 13th March 2026



	About St Michaels
St Michaels CE (A) Infant School is a small, one-form entry, rural infant school set in area of outstanding beauty in the Surrey Hills.
Vision Statement
Our Christian values guide us on our journey in faith and love. Together we open our hearts to the needs of others.  We appreciate that each and every one of us can make a difference in our world community and are thankful for the opportunity. 


	Job Purpose
* To support in the delivery of the school administration processes to ensure that the school meets its educational aims effectively and efficiently.
* To be the first point of contact for parents and visitors to the school
* To promote the delivery of service excellence when liaising with pupils, parents, staff and visitors
* To ensure compliance with regulatory policies and procedures


	Qualifications/Education
 Good level of numeracy
 Good levels of spoken and written English
*Good level of IT skills 

	Key Accountabilities

	Reception duties:
· Provide a welcoming reception service for all stakeholders
· Ensure the schools safeguarding procedures are adhered to when signing in visitors to the school
· Ensure that the Reception Area is tidy and that information is accurate and displayed well and leave it secure at the end of the day
· Operation of the electronic gate entry system
· Take in deliveries for the school, checking off orders as necessary and distribute these
· Answer telephones promptly and ensure that all visitors are greeted in a timely, polite and professional manner
· Communicate with parents via email and text and phone
· Ensure messages are passed on accurately to the relevant person
· Provide refreshments for visitors, meetings and interviews
· Keep records of pupils leaving the school early during the school day and those arriving late
· Prepare brochures and forms for new pupils/parents to complete

	Administration:
· Provide a full administrative service for staff, parents and children including filing, photocopying, responsibility for the office email distribution, composing and distributing letters and ensure that all requests are actioned promptly
· Have a good understanding of the admissions process in order to support the Governing Body to determine the admissions policy and rank applications in accordance with the criteria within the policy and assist with adding pupils to the school’s database before commencing school.  
· Update pupil information on SIMS and provide associated reports via SIMS as required
· Be responsible for the school trips administration and school clubs administration
· Have a good understanding of and record registration/attendance/dinner data 
· Assist the Head of School with the compilation of the newsletter.  Distribute and add to the school’s website 
· Review the school’s website as required
· [bookmark: _Hlk108438816]Administer any prescribed medication when necessary to pupils and keep corresponding records
· Administer the school Wraparound care provision 
· Process and distribute incoming and outgoing post
· Be aware of the school calendar and diary events on a daily and weekly basis
· Liaise with the school meals provider to organise daily delivery of meals for pupils and staff


	Finance
· Posting invoices onto the financial system (SIMS) and preparing BACs payments
· After liaison with school staff and the bursar, be responsible for raising purchase orders and checking deliveries against orders


	Health & Safety 
· In the event of a fire evacuation provide support in evacuation process
· Contact emergency services if required
· Be a first aider and provide first aid assistance as required
· Support the bursar and other office staff with ad hoc Health and Safety, maintenance and premises issues and inspections. 


	Other
· Maintain clear communication with other office staff to ensure that the job share arrangement is managed accurately and efficiently. 
· Administer first aid to children as required.
· Liaise with OfSTED Inspectors and visitors to the school as required
· If requested, provide a hospitality service for visitors to the school


	Whole School Responsibilities
· Be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To adhere to the school health and safety policy including risk assessment and safety systems. 
· To be aware of and adhere to all school policies
· To contribute to the overall ethos and aims of the school.
· To appreciate and support the roles of other professionals.
· Participate in training opportunities and professional development as required
· Undertake any other relevant duties as requested




This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake a Disclosure check by the Criminal Records Bureau at an appropriate level for this post.

















St Michael’s CE (A) Infant School
Person Specification
Part-time Administrative Assistant/Receptionist

	Candidate Must
Have GCSE or equivalent in Maths and English
Have a good level of IT proficiency
Be able to communicate effectively both verbally and in writing
Be willing to undertake First Aid training 
Be willing to undertake further training relevant to the role
Have excellent organizational skills and demonstrate ability to work to deadlines
Be able to work as part of a team and build effective relationships with all school stakeholders
Enjoy working with children

Desirable
Have experience of working in a school office environment
Hold a current First Aid qualification






This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake an enhanced level check by the Disclosure and Barring Service 
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