
Job Description – Receptionist / Office Assistant 

Hours of work:  Monday – Friday 8:15am to 12:30pm 

 
Position Description: 
Provide specific and general support to the office staff, Assistant Bursar and SLT, to ensure that requests 
made on the School Office are responded to and acted upon promptly. 
  
Daily responsibilities: 

 Man the front desk between the hours of 8:15am and 11.15am transferring to the office for the 
remaining hour 

 Answer the telephone and manage daily enquiries and messages; to include Prep and ATC 
bookings 

 Respond to email queries 

 Assist with morning registration, to include a basic understanding of Oakwood’s Management 
information system (PASS and 3sys) 

 Administer First Aid requirements as necessary 

 Ensure all outgoing mail is franked ready for collection and distribute post to staff as necessary 
 
Weekly responsibilities: 

 Ensure noticeboards are up-to-date with Music and Speech and Drama timetables, menus and 
Friday Flyers 

 Photocopying and scanning as required 

 Ensure stationery supplies are accessible and ordered as needed 

 Collate prospective information packs as required 

 Manage availability of digital cameras in school. Ensures batteries are charged whenever 
cameras required. Downloads pictures onto school network 

 Assist with the production of the Friday Flyer 

 Record Star Badge and credit winners on the system 

 Check team sheets and post on website 
 
Additional Responsibilities: 

 Staff name badges – produce as necessary 

 Take photographs of staff and children as necessary 

 Ensure staff photo board is up-to-date 

 Ensure ‘One per Family’ lists and form lists are up to date 

 Ensure the front hall is kept tidy and relevant in-date paperwork/leaflets/magazines are on 
display 

 Liaise with kitchen staff for termly menus, prepare menus and allergy list including loading 
allergy list to the website.  Type up weekly menus and ensures they are distributed around the 
school as necessary 

 Create new pupil files and archive old pupil files 

 Keep records of reply slips for Parents’ Evenings and trips as needed 

 Assist Sport Department with tournament programme and certificates 

 Assist with programmes and seating for PP and PS Drama Productions 

 Administrative support to the Head’s PA and office team 

 Update parent/pupil contact records as necessary 

 Assist with Parents’ Evening set up 
 

 


