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JOB DESCRIPTION





JOB TITLE:	Secondary Receptionist
[bookmark: _GoBack]HOURS:	Term time only plus 5 days (36 hours per week – 48 weeks per year) 
GRADE:			Scale 3, Points 5-6
REPORTING TO:		School Business Leader & Office Manager

PURPOSE OF JOB:	To act as first point of contact as front of house staff and  assist with the overall smooth running of the office systems and procedures.

DUTIES AND RESPONSIBILITIES:

Reception
1. Having a high regard for safeguarding & security, whilst dealing with routine receptionist duties to answer telephone calls and CCTV intercom in an efficient and professional manner, recording and passing on messages as appropriate. 
2. General Administration tasks, filing, answering telephone calls, dealing with queries from staff, pupils, families, governors and visitors. 
3. Ensure all visitors to the school are greeted/signed in and welcomed in a polite, friendly and professional manner. 
4. To work flexibly to ensure that school priorities are met, dealing with all queries efficiently.
5. Carrying out vetting checks for all agency/contractor staff required in line with the single central record.
6. Assist with opening and distributing internal and external post and correspondence.
7. Provide refreshments as and when required. Assisting Senior Leadership Group with events in school (results day/open evenings etc.).
8. To liaise with the Office Manager and Site Supervisor in respect of any deliveries/visitors/contractors.
9. Provide typing, word processing and other documents using MS Office software when required.
10. Assist with photocopying throughout the school and maintaining the stock of reprographics room.
11. Routine administration for the school. Maintaining a high level of communication both in writing and verbally. e.g.  calling pupils/families/external agencies.
12. Assist with Exams certificates.
13. Assist with school meals administration, Inputting and retrieving information onto the iPay impact system. Making dinner debt chase calls regularly.
14. Assist team with collecting and recording any money in respect of dinner money, uniforms sales and educational visits both manually and electronically.
15. To operate/update aspects of the schools administration using the schools systems including SIMS and iPay. To also include updating staff car registration information.
16. To replenish any stock required in the office and ensuring meeting rooms and reception areas are presentable at all times.
17. Monitoring first aid and medical duties. To check first aid certificates are valid, First Aiders posters are displayed, to update asthma/allergy/health plans, medical lists, and produce allergy badges. To ensure medication (e.g. asthma pumps) are in date and the administration of medication.
18. Assist with In-Year Transfers for new admissions and for all leavers including year 11 destination.
19. Locating and collecting pupils from class when required.
 
General
1. To be able to administer basic first aid to pupils/staff, keeping qualification up to date.
2. Ensure that all duties and responsibilities are discharged in accordance to the school’s health and safety policy & Accident/Incident reporting.
3. To be tactful and have confidentiality for all staff/families/pupils and visitors.
4. Participate in the school’s appraisal scheme, ensuring that performance standards/targets are set and met within the agreed time scale.
5. To undertake the above duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards for self and others.

The above is not an exhaustive list of all tasks and employees will be expected to perform such other duties, within the competence of the post holder, which may be required from time to time by leadership team.
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Person Specification – Receptionist/Administration Assistant
AP – Application Form	SP – Selection Process	Ref – Reference

	Specification
	Essential/Desirable
	Method of Assessment

	QUALIFICATIONS

	GCSE C grade or higher (or equivalent) in Maths and English
	E
	Ap

	Qualified in the administration of first aid, If not, the candidate must be willing to receive training.
	D
	Ap

	Degree
	D
	

	EXPERIENCE

	Experience of working as a receptionist or administrative capacity in a  school environment
	E
	Ap/Sp

	Experience of using and maintaining administrative systems electronically and manually.
	E
	Ap /Sp

	Experience of using and maintaining the schools electronic administrative systems. (SIMS/iPay)
	E
	Ap /Sp

	Experience of working to tight deadlines and routine administrative tasks.
	E
	Ap/Sp 

	SKILLS

	Excellent communication and interpersonal  skills
	E
	Ap/Sp

	Ability to work independently, demonstrating initiative
	E
	Ap/Sp

	Ability to develop and maintain efficient record keeping/management information systems, providing accurate records and reports as required
	E
	Ap/Sp

	Knowledge of a variety of ICT systems including Excel, Word, Publisher
	E
	Ap/Test

	An ability to communicate effectively with teachers, students, families and multi agencies
	E
	Sp / Ref/Test

	An ability to work autonomously and as part of a team
	E
	Sp / Ref

	Good organisation, time management, communication and interpersonal   skills  and a very positive approach.
	E
	Sp / Ref



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not think that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.
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