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Newland House School                                                                             Job description
Reception Manager (job share) 


	The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Summary of the role:
	The Reception Manager acts as the lead Front of House personality in the Prep School and coordinates the activities of other Reception Staff.  The Reception Manager also provides the primary source of First Aid for the school. This is a job share opportunity working two full days each week; managing Reception from 8 a.m. to 5 p.m.

	Line management responsibility for:
	Receptionist

	
	

	Main duties and responsibilities:
	All staff working at Newland House School must, irrespective of their role, promote and safeguard the welfare of children and young persons for who you are responsible and with whom you come into contact and adhere to the school’s Code of Conduct Policy. 
Reception

· Receive and deliver verbal and electronic communication to staff, parents and children

· Responsibility for visitors signing in and out

· Ensure the school register is maintained every morning and afternoon 
· Receive school deliveries
First Aid

· Provide primary source of first aid cover for school 

· Monitor unwell children and contact parent or ambulance if necessary
· Record accident and illnesses on the information management system

· Contact parents where necessary or provide medication as required with parents’ permission
· Monitor incidents and identify areas of concern or improvement to help reduce the number of incidents.
· Review First Aid policy regularly to ensure it reflects current procedures.
· Review requirement for First Aiders and arrange training courses.
Office Support

· Sort and deliver mail to staffroom pigeon holes.

· Undertake filing and shredding

· ‘ParentMail’ system management

· Sending Letters via ‘ParentMail’ (after checking their appropriateness with a member of the Senior Leadership Team)
· Compile school calendar for the end of each term

· Update website calendar
· Take minutes of H&S Meetings
Fire Register File

• Ensure the file is updated twice a day with the register. 
· In the event of a fire, follow the procedures within.
· Account for all staff and pupils on site in the event of a fire and alert service to anybody unaccounted for.

The above list of duties and responsibilities are the key ones identified and a more detailed job description is available.


	Line management duties and responsibilities
	The Reception Manager will work as a member of the Reception Team and share the management responsibility of the part-time Receptionist.


	Person Specification

	The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of assessment

	
	These are qualities without which the Applicant could not be appointed.
	These are extra qualities which can be used to choose between applicants who meet all the essential criteria.
	

	Qualifications
	· Educated to a good level of education
· Willing to undergo First Aid training

	· First Aid trained

· Paediatric First Aid trained

· Trained in use of Autoinjectors and Anaphylaxis awareness

· Commitment to continued professional development (CPD).

	· Review and verification of the applicant’s certificates.
· Discussion at interview.


	Experience
	· Experience of managing a busy Reception 
	· Experience of working in a school environment
· Experience using a school information management system

· Experience using a web content management system
	· Content of the application form.
· Interview.
· Professional references.

	Skills
	· Excellent inter‐personal skills 

· Excellent written and verbal skills

· Excellent and proven administrative skills

· Ability to work without day‐to-day supervision

· Ability to manage delegated tasks

	· Resilience, patience and determination.


	· Content of the application form.
· Interview.
· Professional references.


	Knowledge
	· Fully conversant with Microsoft Office software


	
	· Content of the application form.
· Interview.
· Professional references.

	Personal competencies and qualities
	· Ability to form and maintain appropriate relationships and boundaries with children and young people.
· Emotional resilience in working with different situations.
· Be a role model to staff, children and the community.

· Be committed to the school and its ethos.
· Able to motivate self and others.
· Organised.
· Flexible.
· Excellent communication and interpersonal skills.

	· Demonstrate initiative.

· Reflective on own practice.
	· Content of the application form.
· Interview.
· Professional references.



Candidates should ensure that they address all the above criteria in their application form, referring, where appropriate to actual experience. In addition, the interview will explore issues relating to safeguarding and promoting the welfare of children.

