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  Saddleworth School

JOB DESCRIPTION

	Post Title:
	Office Monitor 

	Salary:
	Free lunch 
	Hours:
	1 day per academic year 
8.45am – 3.30pm (Wednesday 1pm)


	Purpose of post
	To provide general clerical, administrative and whole school organisational support, particularly in tasks relating to the reception and customer services.


	Key areas of responsibility
	· To undertake reception duties, face-to-face enquiries, taking messages and forwarding them onto the relevant person as required.

· Welcome visitors to the school, such as the signing in/out of a register, issuing badges/passes or escorting visitors as required.
· Key messages and correspondence into registers for form tutors
· Assist and respond to routine enquiries from staff, pupils and parents/carers
· Photocopying

· Filing

· Distributing internal mail via pigeon holes 

· Organising refreshments for visitors

· Stock control of stationery room 



	Contacts


	Pupils, staff, parents, carers and guardians, and visitors to the school



	Relationships to other posts within the department


	Line managed by: Mrs Reece, Office Manager and Ms Dempster, Work Related Learning Co-ordinator
Supervision given to: Mrs Roberts 
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