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 JOB DESCRIPTION

	JOB TITLE


	Receptionist  

	SCHOOL
	Richard Lee Primary School

	GRADE
	Grade 2 £20,441 to £21,189 per annum (£17,659 to £18,305 pro rata to hours and weeks worked).

Permanent, 37 hours per week, Term Time only plus Teacher Training Days. Monday to Thursday 8.00 am to 4.00 pm and 8.00 am/ 8.30 am to 3.30/ 4.00 pm on a Friday (half an hour unpaid lunch).


Job Purpose: 

To work as part of the School Office Team, to provide a welcoming, and professional front of house service to all site users and visitors, following safeguarding procedures and maintaining confidentiality at all times.  To provide admin support to a range of stakeholders as necessary.
Duties and Responsibilities
Front of House Service

· Under the direction of the Office and Resources manager, provide an efficient, friendly and welcoming reception service for the school: operate telephone system, receiving and transferring calls, and taking messages as required. 

· Retrieve messages from the answer phone and pass on information to relevant staff, particularly first thing in the morning in connection with pupil and staff absences. Ensure that messages are distributed promptly in the most efficient manner via e-mail.

· Telephone parents in relation to a wide variety of needs of pupils and situations eg if after school club arrangements change, trips are cancelled, pupils forget lunch, pupils are unwell.  Communicate with parents via email and letter.  Respond to unusual requests, such as assisting distressed pupils and dealing with emergency situations.

· Control access to the school in line with the school’s safeguarding procedures, including signing-in visitors, operating the delivery gates/visitors, checking identification as necessary, issuing visitor passes and notifying them of safeguarding and safety procedures.

· Record all deliveries, parcels and packages at time of delivery and ensure that large deliveries/parcels are sent as promptly as possible to the appropriate section.  Liaise with site services officer to ensure the entrance and office is kept clear of parcels.

· Receive and process incoming and outgoing mail, arranging the collection of parcels. 

· To use the most appropriate system to keep visitors’ records accurate and up to date.  
· To support the Pastoral Team and Attendance Officer with record keeping in relation to safeguarding and pupil attendance/absence.
· To maintain the tidiness of the school office
Administration Support 
· Assist with the maintenance of the pupil database (Arbor), undertaking data input and retrieval and supporting with updates as required.  Support with the new year/year end processes of pupil information. 
· Prepare a weekly newsletter for the school, produce parents’ letters for trips and other information, and collating information for attendance certificates, distributing as necessary. 
· Support with the after-school clubs administration for the school; typing letters, distributing, and collating information, and organising registers for Club staff. 

· Support the School Office Team with fundraising events such as School Disco, Christmas Fayre etc, designing posters and tickets, collecting in money, and maintaining registers for such events. 

· Support with the admissions process, liaising with staff and new parents to organise admission meetings, ensuring all starter documents are copied/completed correctly, and to produce medical/health information reports for staff, including new school meal lanyards for the Lunchtime Team.

· Support in ensuring the schools website is accurate and up to date with relevant information.

· To oversee the school admin email inbox, disseminating information and dealing with enquiries. 

· Offer and provide a hospitality service to visitors.

· Support the office with filing, photocopying, uploading, scanning documents and storage of documents and resources.  

· Maintain records of essential telephone numbers and telephone logs, detailing location and allocations of extensions, and maintaining and updating telephone accesses in accordance with school procedures.  Distribute lists as necessary.

· Be willing to support in providing first aid help to any pupils that attend the school office requiring treatment. This will include attending regular first aid training. 

· Undertake any training which may be required to operate existing equipment or new equipment which may be purchased.

· All duties and responsibilities must be carried out with due regard to the Trust’s Health and Safety Policy, Finance, Equal Opportunities Policy and Data Protection Guidelines.

· To be accountable for promoting and safeguarding the welfare of pupils responsible for or in contact with in accordance with school policy, training and relevant roles and responsibility.  Ensure all relevant ID checks are undertaken in a receptionist and clerical capacity.
Postholder reports to
:  Senior Admin Assistant 
Richard Lee Primary School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will be required to undergo an enhanced DBS check.
Safeguarding 

Staff are accountable for the way in which they exercise authority, manage risk, use resources and protect students, who they are responsible for or in contact with, from discrimination and avoidable harm.  All staff, where paid or voluntary, have a duty to keep young people safe and to protect them from harm.  

When an individual accepts a role that involves working with children and young people they need to understand and acknowledge that the responsibilities and trust are inherent to that role.  There will be a requirement that staff observe their obligations in accordance with the Trust’s safeguarding procedure and report any concerns in accordance with the procedure to the appropriate person.  
Rehabilitation of Offenders Act 1974 
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and reprimands being considered. Any convictions cautions or reprimands of relevance, obtained by the post holder after enhanced DBS clearance has been acquired, must be disclosed to the headteacher by the post holder.  Failure by the post holder to do so, or the obtaining by the post holder of a relevant conviction caution or reprimand, may be managed in accordance with the Trust’s disciplinary procedure.

Health and Safety

The post holder is required to exercise their duty of care by taking responsibility for their own health and safety, and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full guidance regarding health and safety is set out in the Trust’s Health and Safety Policy, and in any risk assessments relevant to the post holder’s role or circumstances. Which must be observed. 

Confidentiality and Data Protection 

The post holder is expected to comply with the provisions of the Data Protection Act 2018.  Any information they have access to, or are responsible for, must be managed appropriately and any requirements for confidentiality and security observed. Information must not be disclosed to any person or Authority, for example a parent or the Police, without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy. 

Equality and Diversity 

The Trust is committed to equality and values diversity. As such the Academy is committed to fulfilling its Equality Duty obligations, and expects all staff and volunteers to share this commitment. The Duty requires the Academy to have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity and foster good relations between people who share characteristics, such as age gender, race and faith, and people who do not share them. Staff and volunteers are required to treat all people they come into contact with, with dignity and respect, and are entitled to expect this in return.

Training

The Trust has a shared responsibility with the post holder for identifying and satisfying training and development needs.  The post holder is expected to actively contribute to their own continuous professional development, and to attend and participate in any training or development activities required to assist them in undertaking their role and meeting their safeguarding and general obligations.

This job description may subject to review and/ or amendment at any time to reflect the requirements of the job. Any amendments will be made in consultation with any existing post holder and will be commensurate with the grade for the job. The post holder is expected to comply with any reasonable management requests.

Copies of all relevant policies are available through the post holder’s line manager and the Trust HR team.

PERSON SPECIFICATION

	ATTRIBUTES
	JOB REQUIREMENTS

	KNOWLEDGE
	· General organisation.

	SKILLS AND ABILITIES
	· Good organisational Skills. 

· Good communication and interpersonal skills

· Sorting and filing correctly. The ability to demonstrate an organised approach in a demanding situation is essential.

· Ability to reassure students who are anxious or distressed.

· Ability and willingness to work under pressure.

· Ability and willingness to follow instructions but also to work on own initiative when required.

· Ability to remain alert during long periods of inactivity.

· Working as a team member. 

· Maintaining a positive working attitude.



	EXPERIENCE
	· Experience of invigilating in an education environment is desirable although training will be given.



	WILLING TO
	· Receive instructions from School Staff.

· Undertake training as appropriate.

· Work on own initiative.



	OTHER REQUIREMENTS
	· Flexibility

· Self-motivating

· Approachable

· Able to take initiative

· Able to work calmly under pressure 



	Safeguarding
	In addition to candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people;

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;

· Emotional resilience in working with challenging behaviours 

· Attitudes to use of authority and maintaining discipline.




A = Application Form, I = Interviews, R = References

This post is exempt from the provisions of the Rehabilitation of

Offenders Act 1974.  A Criminal Record Disclosure will be

required prior to appointment.

