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Receptionist

JOB DESCRIPTION

Role Purpose: 

The purpose of this role is to provide an effective and efficient reception and administrative service to Academy staff, students and visitors.  To work collaboratively with other office staff to support the needs of the Academy.

Key Accountabilities:

Reporting to the Headteacher’s PA/Office Manager.

DUTIES & RESPONSIBILITIES

· Delivering an effective reception service including answering routine telephone and face to face enquiries, from visitors, contractors, staff and students.  
· Issue of visitor and contractor passes in accordance with the Academy safeguarding process.
· Receipt, distribution and accurate recording of deliveries, sorting and distributing internal and external mail, both incoming and out-going.
· Telephone enquiries – to record and to pass accurate messages to staff and students, and to forward calls to appropriate telephone extensions.
· Check the school’s email account/Arbor Inbound messages regularly and forwarding messages to appropriate persons.
· To provide support to the administration team. To undertake clerical duties related to the post such as production of letters, reports and other documents as requested using relevant ICT packages such as spreadsheets, databases, Word and Arbor to produce accurate and well-presented information.
· To maintain basic student data and a range of record systems.
· To arrange hospitality for staff and visitors.
· To undertake appropriate training applicable to the role.



OTHER DUTIES & RESPONSIBILITIES

· To perform such other duties from time to time commensurate with grade as directed by your Line Manager or the Headteacher.
· To promote equality, diversity and inclusion and demonstrate this within the role.
· All staff are expected to be committed to the Academies Equal Opportunities policy.
· King Edward VI Northfield School for Girls is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
· All staff have a responsibility for promoting and safeguarding the welfare of children and young people that they are either responsible for, or come into contact with.
· To ensure all tasks are carried out with due regard to Health and Safety.
· To undertake appropriate professional development including adhering to the principle of performance management.
· To adhere to the Confidentiality and Health and Safety Policies and to any relevant Internet Code of Practice.
· To adhere to the ethos of KEVI Academy:
· To promote the agreed vision and aims of the Academy.
· To set an example of personal integrity and professionalism.
· Attendance at staff meetings as appropriate.
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