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Farney Close School, 

Bolney Court, Bolney, West Sussex, RH17 5RD 

Job Description 

 

 

Job Title:  Annual Review Administrator with Receptionist Cover.  

Reports to:  Vice Principal / SENCO 

 

 

Main Purpose of the Job 

To ensure a smooth and well-coordinated annual review process is in place in support 

of the School’s SENCO. Preparing necessary paperwork relating to the onboarding 

process for new pupils in support of the Referrals and Inclusions Officer. Providing 

Reception cover as required. 

 

Key Responsibilities – Annual Review Administration 

• Preparing annual review paperwork for pupils as required. 

• Updating relevant spreadsheets of all future review meetings. 

• Ensuring relevant staff and external contacts are invited to the annual review 

meetings. 

• Set up Zoom/Team meetings for the annual review meetings – or if in person, 

booking the appropriate meeting rooms. 

• Support the onboarding process for new pupils in preparing the necessary 

paperwork in support of the Referrals and Inclusion Officer. 

 

Key Responsibilities - Reception Cover 

• Greet and liaise with parents, carers and visitors promoting Farney Close School 

at all times, 

• Notify members of staff when visitors arrive, 

• Undertake Reception duties in line with the School’s Safeguarding Policy 

including managing the visitor sign-in system, 

• Issue all visitors with Visitors Safeguarding Booklet, 

• Direct enquiries to relevant members of staff, 

• Respond to telephone enquiries in a helpful, positive manner and with a 

constructive approach. 

• Ensure that all telephone calls/messages are correctly routed / passed to their 

intended recipients or an appropriate member of staff, ensuring quick and 

effective communication, 
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• Respond to entry and exit of the school site as required, 

• In the event of a fire drill/fire alarm when on reception, be responsible for 

young people and staff attendance records at the Assembly Point/Place of 

Safety, 

 

General Accountabilities  

• Observe the letter and spirit of all the school policies, and be aware of and 

comply with policies and procedures relating to health and safety, 

confidentiality and General Data Protection regulation, reporting all concerns 

to the appropriate person,  

• Maintain particular regard to the Child Protection and Safeguarding policy 

and report any concerns immediately. The Receptionist is required to 

demonstrate commitment to promoting and safeguarding the welfare of 

children and young people in the school, 

• Adhere to the content of the policies in all aspects of day-to-day duties relating 

to staff, young people, members of the public and other agencies,  

• Contribute to good staff relationships,  

• Contribute to the overall ethos/work/aims of the school, 

• Attend and participate in relevant meetings, as required, 

• Work in conjunction with other members of the Administration Team and 

assisting, when required, with other aspects of the administrative support.  

Continued Professional Development (CPD) 

The employee will: 

• take responsibility for their own professional development, keeping up to date 

with research and developments relating to school efficiency, which may lead 

to improvements in the day-to-day running of the school and the site. 

 

Responsibility: 

The employee will: 

• ensure that health and safety and child protection regulations are always 

adhered to. 

• maintain confidentiality and GDPR requirements at all times.  

• manage workload effectively and complete tasks in a time efficient manner.   

• adhere to the letter and spirit of all the school policies. 

Child Protection and Safeguarding   

As a member of staff at Farney Close all employees have a responsibility for 

Safeguarding and must ensure that they and members of their team maintain up to 

date knowledge and insight into all child protection policies, guidance and relevant 

government legislation. All staff must follow the school Child Protection and 

Safeguarding Policy at all times 

Personal Responsibility   

Due to the nature of their work, circumstances may arise which are unpredictable, 

and they may be required to carry out duties that are not outlined in this Job 
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Description but are requested by the Principal. On such occasions we will strive to give 

them adequate notice and guidance of these duties.   

REVIEW   

This job description will be reviewed at least once per year in line with the employee’s 

annual appraisal and may be subject to amendment or modification at any time 

after consultation with the post holder.   

Confidentiality: 

During the course of the employee’s employment, they may have access to 

information of a confidential nature. Under no circumstances may this information be 

divulged or passed on to any unauthorised person or organisation.  

 

This post is subject to an Enhanced DBS (with Barred List) check.   

Our school is committed to equality and promoting the welfare of children and all FCS 

employees and expects all staff to share this commitment.  

 

 

Name: 

 

 

Signature: 

 

 

Date: 

 

 

 

0823 

 


