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JOB DESCRIPTION



Post:			Receptionist / Office Administrator 

Scale:			SCP5-6 £19,650 - £20,043 (Pro rata £16,867 - £17,205)

Responsible to:		Office Manager

Contracted hours:	37 hours per week, 
term time plus 10 days (negotiable)


	Our school values: Everyone matters, Everyone Helps, Everyone Succeeds
		

Purpose of role

The receptionist is the first point of call for visitors to the school, parents, staff and children. As the ‘face’ of the school the receptionist should be welcoming, personable, helpful and able to represent the school in a professional and friendly manner. In addition, it is essential that the person for this role is organised, able to multi-task, work flexibly and have a ‘can do’ approach to work, as no two days are the same. The receptionist is also required to assist the Office Manager with various administrative and organisational tasks.

Main Duties & Responsibilities

Reception


· To be the first point of contact for visitors to the school, extending a warm welcome to callers – including parents, visitors, contractors and delivery staff. 
· To uphold the professional image the school wishes to portray to both internal and external stakeholders.
· To deal effectively with telephone calls, transferring callers to relevant staff and taking and passing on messages as required. 
· To follow safeguarding procedures by issuing passes and lanyards to visitors, ensuring that visitors are signed into the school and checking DBS information for visitors. 
· Communicating with parents regarding all aspects of school life, receiving and passing on information between parents and teachers in a timely manner with minimum disruption to lessons. 
· The signing in and out of students onto the school system throughout the day.
· To ensure that the reception area remains tidy and that literature and forms are updated and replenished as necessary. 
· To receive and sign for all packages and deliveries 
· To record and post all outgoing mail



Office administration

· To provide administrative support for the school under the direction of the office manager
· [bookmark: _GoBack]To support the Attendance Officer with the standards detentions / after school detentions process / recording medical evidence & Appointment letters onto the school system.
· General upkeep of the conference room and organising refreshments for various meetings
· Managing to conference room bookings
· Assist senior managers with various administrative tasks and phone calls
· To assist the reprographics team in busy periods
· To support the exams officer on results days


General

· Be aware of and comply with all trust and school policies and procedures particularly relating to child protection, equal opportunities, health and safety and security, confidentiality and data protection; reporting all concerns to an appropriate person
· Carry out all duties with regard to the school’s policies and codes of conduct 
· Participate in training and other learning activities as required and to participate in appraisal and professional development
· Set high expectations of conduct, whilst acting as a good role model for others
· To be responsible for improving your own practice through observation, evaluation and discussion 
· To comply with the Data Protection Policy / legal requirements and School policies and procedures and Code of Practice within the service area of the post. 
· The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time. 
· To comply with the School’s Health and Safety Policy and associated safe working procedures and guidelines. 
· To comply with the School’s Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post. 
· The Schools are committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. 

The post is subject to Enhanced Disclosure.
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