United Endeavour Trust
July 2017
JOB DESCRIPTION – RECEPTIONIST/FIRST AIDER
Name: 







POST GRADE/SALARY:
Grade 3
1.0
JOB TITLE AND PURPOSE: RECEPTIONIST/FIRST AIDER
To work under the direction and instruction of senior staff to provide reception, first aid and general clerical support to the school.
2.0
WORKING HOURS
37 hours per week – Term Time plus INSET (6 days)
3.0
LINE MANAGEMENT:

Responsible to:  Office Manager/PA to SLT
4.0
DUTIES AND RESPONSIBILITIES:
4.1
Support to Organisation
· Provide an efficient reception service to all visitors to the school and members of the school community.
· To ensure that all visitors to the school are signed in and out correctly and provided with the correct visitor passes.

· Answer all telephone enquiries promptly and take messages as necessary to pass on to the appropriate person.

· Acting as qualified First Aider during the school day, administering first aid to students, staff and visitors.

· Use SIMS to locate students as required.

· Provide routine clerical support e.g. filing, faxing, emailing, completing routine forms.

· Maintain manual and computerised records/management information systems and respond to queries.

· Provide lists/information as required, e.g. student data

· Maintain stock and supplies for first aid, cataloguing and distributing as required.

· Undertake routine typing, word-processing on an ad hoc basis.

· Sort, distribute and record mail.

4.2
Support to Pupils, Parents and the Community
· Assist with pupil welfare duties; liaise with parents/staff etc.
· Assist with arrangements for visits from external bodies, e.g. school nurse, photographer etc.

· Liaise with parents/carers over student medical issues and first aid.

· Maintain contents of medical boxes throughout the school.
PART TWO: PERSONAL AND PROFESSIONAL CONDUCT                    
5.0 A Receptionist/First Aider is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout their career. 
•   A Receptionist/First Aider upholds public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by: 

· treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to their professional position. 

· having regard for the need to safeguard students’ well-being, in accordance with statutory provisions. 

· showing tolerance of and respect for the rights of others. 

· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

· ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law. 
· A Receptionist/First Aider must have proper and professional regard for the ethos, policies and practices of the academy in which they work, and maintain high standards in their own attendance and punctuality. 

· A Receptionist/First Aider must have an understanding of, and always act within, statutory frameworks. 
PART THREE: OTHER

6.0
Appraisal

· To participate in arrangements agreed at United Endeavour Trust for the appraisal of his/her performance and the development identified.
6.1 Policies 

· To understand and comply with all school policies.
· To take all reasonable steps to ensure that Health and Safety requirements are observed, both on the academy premises and elsewhere
6.2
General Terms

· The above responsibilities are subject to the general provision of the appropriate conditions of service document and any other interpretation as discussed with the non-teaching association.

· All job descriptions are subject to change as the needs of the trust changes.

· All support staff will undertake any other reasonable duties within the overall function, commensurate with the grading level and responsibility of the role.

Signed   _________________________________________ Post holder 

  _________________________________________ Chief Executive Officer
  _________________________________________ Date
