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  CHESTERTON PRIMARY SCHOOL

AND CENTRE FOR CHILDREN AND FAMILIES

JOB DESCRIPTION

	POST
	Administration Worker/Receptionist

	GRADE
	Scale 3    Spine Point 14-17

	EMPLOYMENT STATUS
	Fixed Contract – 1 Year

	RESPONSIBLE TO
	Children’s Centre Manager


Purpose of the Job

You will be the front for the children’s centre and provide a welcoming first point of contact to all users of the centre. You are responsible for implementing administrative and organisational processes within the Integrated Children’s Centre under the guidance of the Centre Manager. 

Reception Duties

1. Ensures that reception procedures meet customer care best practice.

2. Ensure all families who attend the centre are registered.

3. Greets visitors to the Children’s Centre and ensures they are helped to access the relevant service/s.  This includes people for whom English is not their first language and people with disabilities. 
4. Manage the centre’s CCIMs System, monitor and produce reports from it.

5. Signposts visitors for Children’s Centre activities, health services and other services for the under 5’s.

6. Complete evaluation activities with centre users, including an annual satisfaction survey.

7. Follow safeguarding procedures such as signing in visitors, checking for meetings and informing staff when visitors have arrived.

8. Ensure that the appearance of the reception/office/centre and meeting rooms and all other relevant areas are kept tidy and maintained to a high standard.

9. Answer the telephone, takes messages, listens to voice mail box, check emails and the diary and deal with general enquiries as appropriate.
General administrative duties

10. Add family details to the centres data base and take off this information as and when required to support the centre managers’ report.
11. Use windows programmes to support centres administrative tasks to a high standard and within deadlines. 

12. To be confident and responsible for implementation of booking systems for centre courses, sessions and trips.
13. To be responsible for and organise mail outs.

14. To ensure the centre activities are represented on the FIS website.
15. To carry out general administrative tasks such as photocopying, laminating etc.
Responsibilities

16. To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

17. To be aware of and support difference and ensure equal opportunities for all.

18. To contribute to the overall ethos, work and aims of the children’s centre.

19. To establish constructive relationships and communicate with other agencies and professionals.

20. To attend and participate in regular meetings and produce minutes when requested.

21. Participate in training and other learning activities and performance development as required.

22. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

23. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.


24. To ensure that the centre manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
This job description is not intended to be an exhaustive or final statement of the duties required of any particular post or postholder. Any proposal to change the job description will first be the subject of consultation with tht post holder who may seek the advice of a Personnel Officer or Staff Representative

Job Title:
Administrative Worker/Receptionist Assistant

	
	Essential
	Desirable
	Identified by

	Qualifications
	
	
	

	NVQ 1 or 2 OR equivalent OR experience in relevant discipline
	(
	
	A

	Experience
	
	
	

	Experience of using Microsoft Office Suite 

Experience of using Email/Internet
	(
(
	
	A/T

A/T

	Experience working in a Children’s Centre/school setting

Experience of working with the general public
	(
	(

	A

A

	Skills
	
	
	

	Personal
	
	
	

	Must be well organised

Ability to work under pressure and ensure deadlines are met

Ability to work as part of a team

Ability to organise and prioritise workload and work on own initiative

Ability to demonstrate competent standards of literacy and numeracy
	(
(
(
(
(

	
	A/I/T

A/I

A/I

A/I/T

A/T

	Administrative
	
	
	

	Experience of using, maintaining and developing administrative systems

Ability to find solutions to administrative problems 

Ability to maintain accurate records and filing systems

Ability to maintain records, electronic and paper
	(
(
(
(
	
	A/I

A/I/T

A/I

A/I

	Relations
	
	
	

	Have good interpersonal skills and be able to communicate effectively

Ability to develop good relations with staff, visitors and the wider centre/school community
	(
(
	
	A/I

A/I

	IT Skills
	
	
	

	Fast and accurate keyboard skills

Word processing and typing skills

Good understanding of database – including ability to produce reports and statistics

Ability to create  mail merges
Ability to use Word  and Excel to develop tables and spreadsheets
	(
(
(
(
(
	
	A/T

A/T

A/T

A/T

A/T


A 
= Application

I 
= Interview

T 
= Task
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