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	Post Title
	Receptionist 

	Purpose
	[bookmark: _Hlk86752551]To provide an effective and professional reception and switchboard service to the College. 
To provide a general administrative service for the college administrative function and marketing department. 

	Responsible to
	The Principal through the Director of College Services, Administrative Services Manager and Office Manager.

	Liaising with
	Relevant staff with cross college responsible e.g. Senior Management team (SMT), College Management team (CMT), teachers within the department, Heads of Hall and support staff.

	Remuneration
	SFCA Support Staff pay spine points 6 – 8 (£23,162.00 - £24,010.00 per annum, £21,780.24 - £22,571.80 pro-rata)
Term Time Only plus 4 weeks (0.9401 FTE)

	Context

	[bookmark: _Hlk132814283]Loreto Sixth Form College is a leading provider of A Levels in the country, with over 3650 students on roll. The college is looking to appoint an enthusiastic, well organised and professional receptionist to provide an effective and supportive service to the college. The successful applicant will be able to demonstrate their commitment to supporting our students and promoting a welcoming environment whilst reflecting the college values.

The Receptionist works as part of the college administrative team and is the main point of contact for students, staff and visitors providing a professional telephone service whilst maintaining Main Reception to the highest of standards.



Main Duties and Responsibilities
	Reception

	· [bookmark: _Hlk86752565]To provide an effective reception service to staff, students and visitors, ensuring that all queries are dealt with promptly and in a professional manner. 
· To maintain a supportive point of contact for students
· To ensure all telephone calls are dealt with in a professional manner and passed to the appropriate person. 
· To greet all external visitors to the college and liaise with appropriate staff. 
· [bookmark: _Hlk86752571]To ensure all incoming mail and deliveries are dealt with appropriately. 
· To record student absences using the electronic absence system. 
· To maintain and update the meeting room/ minibus booking / phone loaning system. 
· To ensure that all outgoing mail is franked and ready for collection as appropriate. 
· Using college systems, produce confirmation of study letters for current and past students. 

	General Administration

	· To actively participate in and deliver their contribution to the team, covering for other Administration Officers where appropriate.
· Deal with incoming e-mails, responding directly or escalating enquiries as necessary in a timely manner.
· To provide a range of administrative functions as part of the wider Administrative Team.
· To become familiar with the services provided by the office in order to be able to deal with enquiries and requests for information from both internal and external enquirers.
· To be conversant with the college systems and to operate these when required.
· To prioritise and allocate in the most efficient and effective way, all incoming work and have flexibility and a readiness to undertake a wide range of tasks.
· To review and maintain administrative procedures to ensure compliance with college procedures and adherence to data protection legislation.
· To work as an effective member of the whole college administration team.
· The post holder will be expected to work flexibly to provide cover for and/or work in collaboration with colleagues in the Administration Department.
· Carry out such other duties as may reasonably be allocated by the Principal, or their designates or the Office Manager to enhance the work of the college.
· To work Closely with and support the Admissions Manager with the full admission cycle

	Communications

	· To ensure familiarity with the department’s aims and objectives.
· To liaise with relevant external bodies as appropriate.

	Staff Development

	· To actively participate in the College’s staff development, INSET, and Appraisal processes
· To work as part of a team and to ensure effective working relations, including where appropriate, to reasonably assist colleagues in the discharge of their duties

	Quality Assurance

	· To ensure the effective operation of quality assurance systems.
· To contribute to the process of the setting of targets within the department and to work towards their achievement.
· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.

	Marketing and Liaison

	· To contribute to the College liaison and marketing activities
· To link with external agencies as appropriate

	Management of Resources

	· To contribute to the maintenance of an attractive and safe working environment in IT offices, server rooms, and the wider campus

	Other

	· To support the aims and objectives of the College
· To attend meetings as appropriate
· To undertake any other duties the Principal or their designated alternate may reasonably direct from time to time within the context of the Loreto College contract
· To review and maintain administrative procedures to ensure compliance with college procedures and adherence to data protection legislation
· This Job Description is subject to periodic review and amendment and is not exhaustive
· To act professionally, prudently, and in the interests of the organisation at all times
· The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment
· To take all reasonable steps to ensure the security of any personal data relating to college employees or students, (either future, current, or past) to which you have access, in line with the requirements of the college’s Data Protection Policy and the General Data Protection Regulation (GDPR)



Person Specification
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Method of Assessment

	Experience

	Recent experience of providing a Reception service 
	
	
	Application, Interview


	Experience of working in an educational establishment
	
	
	Application, Interview


	Skills and Knowledge

	Proficiency in working with standard office applications such as MS Word, Excel and Outlook
	
	
	Application, Interview, Test

	Excellent organisational and administrative skills 
	
	
	Application, Interview

	Excellent telephone manner and customer service skills
	
	
	Interview

	Ability to prioritise and multitask, managing own workload 
	
	
	Application, Interview

	The ability to recognise and appreciate the confidential nature of some work undertaken
	
	
	Interview

	Excellent attention to detail
	
	
	Application, Interview, Test

	Ability to empathise with 16-19 year olds within a college situation
	
	
	Interview

	A clear understanding of developments in post-16 education
	
	
	Interview


	High level of literacy/communication skills
	
	
	Application, Interview

	Evidence of commitment to Continuous Professional Development 
	
	
	Application, Interview

	Qualifications

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical skills.
	
	
	Application, Interview

	A relevant administrative qualification or evidence of formal training.
	
	
	Application, Interview

	Attitude and Impact

	Positive and Enthusiastic
	
	
	Interview

	Flexibility and a readiness to undertake a wide range of tasks 
	
	
	Interview

	Smart in appearance and manner
	
	
	Interview

	Ability to work outside normal office hours on occasions
	
	
	Interview

	In sympathy with the Catholic ethos of the College, including a commitment to co-operation and helpfulness and a concern for the well-being of others
	
	
	
Interview

	The ability to work between the hours of 8.30am to 5.00pm
	
	
	Interview

	A willingness to show flexibility in working arrangements in terms of duties and working patterns to meet emergencies and changes circumstances
	
	
	Interview

	Committed to Equality and Diversity
	
	
	Interview

	Personal

	Enhanced DBS Clearance *
	
	
	Pre-employment check

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK)
	
	
	Interview
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