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	Job title:
	Apprentice Receptionist



	Grade
	 Apprentice – Minimum Wage



	Responsible to
	Lead Administrative Assistant



	Job Purpose

	To provide a professional and efficient Reception service to Doncaster UTC, which supports high quality teaching and learning. 

	Generic duties and responsibilities

	Carry out duties as required by the Lead Administrator to assist in the efficient operation of the Reception area.
These duties may be undertaken in different areas of the school and may include the following: 
· Under supervision undertake reception duties, being the first point of contact for visitors, parents and pupils, answering routine telephone and face to face enquiries and the signing in and out of visitors. 
· Under supervision keep up to date the Pay360 system and support parents in its use.
· Under supervision provide routine clerical support e.g. photocopying, filing, emailing, and completing routine forms. 
· Under supervision deal with deliveries to the school including checking against the goods received note and reporting discrepancies. 
· Under supervision ensure that everyone is dealt with in a courteous, professional, calm and friendly manner. 
· Under supervision provide an excellent customer service to parents, pupils, colleagues and visitors to the School 
· Under supervision support team members, sharing learning and best practice in order to contribute to overall team effectiveness. 
· Under supervision assist with pupil’s first aid and welfare duties, looking after sick pupils, liaising with parents/staff as required. 
· Under supervision provide general support for the Lead Administrator and the Office Manager as required.
· Under supervision undertake typing, word processing and other IT based tasks. 
· Under supervision sort and distribute post. 
· To be aware of and comply with policies and procedures relating to child protection, inclusion, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· To participate in training and other learning activities and performance development as required. 
· To ensure strict confidentiality in all areas of work. 
· To work and process personal and sensitive information in accordance with Data Protection Act 2018 including the General Data Protection Regulations (GDPR) 2018. 
· To ensure work is conducted in a way that protects the safety and security of information (e.g. strong passwords, reporting breaches, securing paper records, securely disposing of records). 
· To understand and comply with the statutory guidance regarding safeguarding of children, ensuring the safeguarding and promotion of children’s welfare at all times, reporting any concerns to the Designated Safeguarding Officer immediately. 
· To comply with the Trust and School’s policies and procedures at all times. 




This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties. 

Any other duties as reasonable required by your Headteacher or a member of the Senior Management Team 

Doncaster UTC is committed to safeguarding and promoting the welfare of children. Applicants must be willing to undergo child protection screening appropriate to the post including checks with the Disclosure and Baring Service. Doncaster UTC is an equal opportunities employer.
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