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JOB DESCRIPTION

Student Receptionist

and First Aider

£14,224 to £17,452 per annum

37 h/w for 38 w/y term time

plus 3 training days (18 hrs)

8.00 AM to 4.00 PM (3.30 PM on Friday)

including a 30 minute lunch break

	This job description describes in general terms the normal duties which the post-holder will be expected to undertake. However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.

	Reporting directly to:
	Principal’s PA & Office Manager

	Purpose
	· To provide a high quality and professional reception service for students.

· To provide school uniform to students.   

· To provide First Aid support in the case of accidents and emergencies and to support students with medical conditions.

· Assist the Attendance Administrator and other colleagues with general administration.

· Receive payment for and undertake administration of trips.

	Duties and Responsibilities
	· To maintain accurate attendance registers, ensuring that a high quality “front of house” service is provided for students, parents and outside agencies.

· To support the Academy in achieving positive and effective lines of communication with all client groups. 

· To ensure that students sign in and out of Academy when attending appointments, colleges or when arriving late.

· To ensure safeguarding messages are sent out to parents/carers promptly and accurately.

· To assist with the completion of codes on register, reward systems and detentions.

· To ensure senior staff, PASCOs are fully informed of any issues related to student attendance.

· To assess the medical needs of students in the case of illness and advise students, parents and staff as appropriate.

· To ensure correct and safe transfer to hospital/GP where necessary.

· To complete accurate accident reports for all students, staff and visitors requiring treatment, including activities off-site.  To include the submission of SO2 and SO3 forms to the appropriate authority and the provision of reports for the Governing Body.

· To inform the Business Manager of all accidents and epidemics.

· To keep up-to-date with all information coming into the Academy regarding the treatment of medical conditions and the associated paperwork.

· To ensure medical supplies and First Aid boxes are stocked, readily available ad audited on a monthly basis.

· To carry out Risk Assessments for students as required.

· To ensure student medical records remain confidential.



	Quality Assurance and standards:


	· To set a good example in terms of dress, punctuality and attendance.

· To be professional when dealing with visitors, staff, students, outside agencies.

· To attend team and staff meetings as required.

· To be proactive in matters relating to health and safety. 

· To implement and promote the Academy’s policies and procedures relating to all areas of employment and service delivery.



	Additional Duties
	· To play a full part in the life of Hamilton, to support its distinctive aims and ethos and to encourage students to follow this example.

· To participate in induction training, staff review process and professional development opportunities.

· To comply with any reasonable request from line manager to undertake work of a similar level that is not specified in this job description.

· To undertake professional duties that may be reasonably assigned by the Principal   

	Health and Safety 


	· It is an Employee’s responsibility to take reasonable care of themselves and others and anybody affected by their undertaking including any act(s) or omissions.


· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title.

Signed _________________________________

Support Staff

Signed _________________________________

Line Manager

Date    _________________________________

Hamilton College

PERSON SPECIFICATION

Student Receptionist/First Aider

	
	JOB REQUIREMENTS: Essential (E) or Desirable (D)
	E/D

	A. Training & Education
	· GCSE English and Maths (A*-C) or equivalent (Level 2 Basic Skills Literacy/Numeracy)

· ICT skills (especially Microsoft Office: Word, Excel)

·  First Aid At Work Qualification 

· Trained in SIMS software
	E

E

D

D

	B. Knowledge and Experience


	· Administrative skills and an understanding of administrative processes necessary to undertake the job tasks

· Flexible outlook and interpretation of the needs of the job

· Self presentation in line with being a role model for young people

· Ability to plan effectively and ensure targets and deadlines are met

· Ability to use the Internet to research guidance and keep up to date with developments in job related matters

· Ability to work unsupervised on a variety of tasks

· Ability to maintain accurate records

· Ability to prioritise tasks

· Good planning and organisational skills

· Ability to present information effectively, verbally and in writing

· Excellent communication and interpersonal skills

· Experience of working within an Academy/college environment

· Some knowledge of school accountability measures

· Experience of health and safety issues in the workplace relating to First Aid, equipment, materials and working practices

· Awareness of child protection issues

· Experience of working to support young people’s learning
	E

E

E

E

E

E

E

E

E

E

E

E

D

D

D

	C. Other Skills
	· Reliable with regard to all aspects working practice

· Ability to remain patient and calm in challenging situations

· Ability to work effectively within a team environment, understanding roles and responsibilities

· Ability to build effective working relationships with all learners and colleagues and to perform and maintain appropriate professional relationships and boundaries with colleagues and students

· Ability to promote a positive ethos and role model positive attributes

· Willingness to participate in relevant training and development opportunities

· Professionally discreet and able to respect confidentiality

· Firm, sensitive and effective approach towards student discipline

· Confident and able to use own initiative

· Willing and able to keep up-to-date with legislation/guidelines/new/best techniques/as they change or study for/obtain/train for further skills and qualifications needed for the role

· Positive problem solving attitude
	E

E

E

E

E

E

E

E

E

E

D

	D. Other Conditions

Including any hazardous or environmentally adverse conditions
	· Fit to fulfil all aspects of the job description

· Set a good example in terms of dress, punctuality and attendance
· Must satisfy relevant pre-employment checks
· This post will involve contact with vulnerable groups (children, young people and/or adults) and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Disclosure and Barring Service check (DBS) This exemption means that applicants for this post are required to declare all criminal convictions, cautions, reprimands and bind-overs both spent and unspent in their application, regardless of the passage of time.
	E

E

E

E



	E. Equal Opportunities


	· Must be able to recognise discrimination in its many forms and be willing to put the Council’s Equality policies into practice

· Willing and able to deal with people professionally at all levels and from a variety of backgrounds
	E

E
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