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Part-Time Receptionist

Required for December 2023
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ABOUT ALDRO

Aldro is an outstanding coeducational boarding and day preparatory school located in the idyllic village setting of Shackleford near Godalming in Surrey.  

The school is at a very exciting stage in its history.  Numbers on roll have risen by 50% in the last few years and the school is currently more full than at any stage in its history.  The most recent ISI Inspection Report (June 2023) rated the school ‘Excellent’ in both areas of qualitative judgement (pupil achievement and pupil personal development) and the school was deemed fully compliant.  The school successfully introduced co-education in 2021; girl numbers represent over 30% of the pupil population and are expected to rise further next year.  The school has a flourishing Senior School (Years 7 and 8) including up to four sets in the core subjects and a discrete scholarship stream.  

There are over 230 pupils in the school aged 7-13; approximately 70 of them board full-time, weekly or part-time.  Pupils sit Common Entrance or Scholarships at 13+ in Year 8, and the school has an outstanding record of academic excellence.  The school has averaged 15 Scholarships and Exhibitions per year over the last 5 years, and specifically 19 last academic year.  In the last couple of years, Aldro pupils have left to attend such schools as:  Abingdon, Bradfield, Canford, Charterhouse, Churcher’s, Eastbourne, Eton, Guildford High School, Harrow, King Edward’s, Lancing, Lord Wandsworth, Marlborough, Merchiston Castle, Oundle, RGS Guildford, Sevenoaks, Sherborne, Tonbridge, Uppingham, Wellington and Winchester.

Aldro is also committed to a breadth of education for its pupils and excellent results are achieved in sport, music, drama, art, design and chess. The school runs an extensive activity programme ranging from pistol shooting to Lego robotics, and debating to pétanque!  The curriculum is taught over six days, including lessons on Saturday mornings and inter-school fixtures on Saturday afternoons.  The school has a weekend leave at least every third weekend and benefits from generous holidays.  All staff are expected to make an active contribution to the wider life of the school.  

Aldro’s Christian foundation underpins the ethos and values of the school and all staff are expected to be supportive of the school’s Christian character. An attractive Chapel is amongst the excellent facilities available which also include a multi-purpose sports hall and a large theatre. Further details about the school can be found on our website: www.aldro.org 

Aldro operates its own salary scale. Placement on the scale will be subject to the candidate’s qualifications and experience.  Appropriate certification and identification should be brought to the interview.  

Please email the completed Application Form and covering letter (no CVs please)  
to the Bursar, Mrs Victoria Smith.  Email: Bursar@aldro.org[image: Shape, square
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Reporting to:  Office Manager

The Role
The school is looking to appoint a pleasant and welcoming receptionist. This will be a job share role, school hours are 8am-6pm Monday to Friday and 8.30am-12.30pm Saturday, this role will involve working approximately one in four Saturdays during term time. The remaining hours will be split between the two receptionists and the position is term time (including Inset) plus four weeks.

Job Description

The School Receptionist will work closely with the Office Manager, Bursar, Headmaster’s Secretary and both Admissions and Marketing to ensure that all visitors to the school receive a warm welcome, all enquiries are dealt with in a timely manner and that the school office function runs effectively and efficiently.

Specific Responsibilities

Reception and School Office
· Provide a welcoming and positive first impression in the office, particularly for prospective parents.
· Keep the reception and front office area tidy and smart.

General Administration
· General School secretarial duties such as preparing and typing various programmes for school events, printing exam papers for staff, laminating and sending letters to parents, preparing book labels, name labels for events.
· Frank and prepare daily outgoing post for collection.
· Deal with all incoming post and distribute to relevant staff pigeonholes.
· Organise and manage any monies coming in and out of the school office such as sponsored events, prizes etc.
· Record all hymns sung in chapel for licencing.
· Act as co-ordinator for all items brought in by parents and ensure they reach pupils.
· At the beginning of each term, send calendar/magazine to all on mailing list.
· Order, collate and distribute school photograph orders.
· Update staff pigeonholes when staff leave/new staff join and do annual refresh.
· Prepare pupil locker, shoe rack and kit rack labels at the start of each academic year and make updates throughout the year as necessary.
· Maintain staff contact/phone list.
· Organise taxis for visitors.
· Ensure external School Noticeboard is up-to-date with relevant information.
· Ensure staff room is tidy.

Communication
· Answer the telephone and deal with enquiries and messages as appropriate and deal with answer phone.  Pass messages to relevant staff and pupils.  
· Manage correspondence from parents regarding school events, trips, social events etc.
· Alert school community in case of emergency or crisis.
· Deal with any day-today queries from parents, particularly regarding timings and arrangements for sports fixtures.
· Publishing of school reports to Parent Portal in a timely manner.

Registration, data and tracking of people
· Maintain the daily attendance registers including contacting home when a pupil hasn’t arrived and maintaining sign-out registers for pupils.  
· Record approved absence requests and early departures.
· Maintain log/register of staff on site.
· Receive any visitors to the school, ensure they sign in, take a badge and have read the safeguarding and fire evacuation information.  In case of contractors, point them to the asbestos register.
· Maintain visitor lanyards and by liaising with DSL, ensuring Safeguarding information is up-to-date on lanyards and visitors’ leaflet.
· Ensure all pupils (including for trips), staff and visitors leaving or arriving during the day are signed in and out and communicate as required.
· Compile pupil lunch registers and sign-out lists at the start of each academic year and update as necessary (taking updated data from SchoolBase). Run off paperwork on a weekly basis for the week ahead. Boarding status updates to be reflected on a half-termly basis.
· Ensure up-to-date information of who is on site is available in an emergency and maintain up-to-date fire registers for pupils and staff. Be the person who has these available for checking in the event of a fire alarm.
· Ensure list of ‘Authorised to pick-up’ is up-to-date and available for sign-out staff.
· Provide support to sign-out staff when required at the end of the school day.
· Oversee attendance registers of school clubs and liaise with parents/club organiser if necessary

Boarding Support
· Liaise with parents/agencies for travel and accommodation arrangements for full and weekly boarders during weekend leaves, half term and end of term and maintain record.  Book taxis if needed.
· Compile lists of pupils who have booked for breakfast club, supper and waiting club and provide these to the relevant staff and then the accountant for billing (taking into account any changes in boarding status).

Events and lettings
· Send out invitations to parents for school events and collate responses.
· Produce programmes and Orders of Service for school events. 
· Assist with the organisation and ‘front of house’ for all whole school events.
· Ensure school events and external lettings have the required signage and where required, list of people attending are available to the staff.
· Provide administrative support to holiday clubs and pre-season sporting activities and working with the Headmaster’s Secretary, ensure club information is communicated to parents in a timely manner.
· Provide support to FOAA for Fireworks, Christmas Fair, Regatta and other special events.

Other
· Act as first-aider when matrons and school nurse are unavailable.
· Maintain record of School Caps sold through Reception and pass to accountant for billing.
· Co-ordinate with the Sports Department and parents for the return of lost property, particularly at end of term/half term.
· Any other duties reasonably requested by the Head, Bursar, SLT.
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	Qualifications and experience 
	Essential
	Desirable

	Bachelor’s degree or equivalent; or good academic credentials
	 √
	

	Evidence of commitment to professional development, both personal and that of colleagues
	√
	 

	Strong ICT skills
	√
	 

	Professional Attributes

	Excellent written and oral communication skills, able to communicate with a range of audiences
	√
	 

	Well organised and with good time-management skills.
	√
	 

	The initiative to work on their own, and the ability to work as part of a team
	√
	 

	A good understanding of the requirements of parents, pupils and staff.
	√
	

	Personal Attributes

	Excellent inter-personal skills, empathetic, caring, kind and compassionate
	√
	 

	A deep sense of compassion for young people and a sensitivity to their needs
	√
	

	A natural and confident personality, able to inspire confidence amongst pupils, staff and parents
	√
	

	Reliability, integrity, loyalty
	√
	 

	Positivity, energy and enthusiasm
	√
	 

	A sense of humility and a desire to serve others
	√
	 

	A willingness to go the extra-mile
	√
	 

	Excellent record of health, punctuality and attendance
	√
	 

	A sense of humour
	√
	

	School Ethos, Values and Aims

	Fully supportive of the ethos and aims of the school 
	√
	 

	Commitment to the safeguarding and protection of children 
	√
	 

	A commitment to promoting equality, diversity and inclusion
	√
	

	Promotion of Health and Safety in line with the school’s policy
	√
	

	Enthusiasm for, and willingness to contribute to, the wider co-curricular life of a busy day and boarding school
	√
	











Applications


Deadline: Wednesday 1st November 2023
Please email the completed Application Form and covering letter (no CVs please)  
to the Bursar, Mrs Victoria Smith.  Email: Bursar@aldro.org

Interested candidates should complete a copy of the Aldro Application Form available on the ‘Vacancies’ section of the Aldro website and send, with a letter of application, to Bursar@aldro.org  CVs are not required. Early applications are encouraged and will be processed on receipt. The School reserves the right to appoint before the deadline.
The school is an equal opportunities employer and complies with its duties under the Equality Act 2010.  Aldro is committed to safeguarding and promoting the welfare of the children and young people here, and all staff are expected to share this commitment.  All staff are expected to adhere to and ensure compliance with the school’s Safeguarding / Child Protection Policy at all times. If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, he/she must report any concerns to the school’s designated Safeguarding Lead.
In line with the School’s Safeguarding / Child Protection Policy, the successful candidate will be subject to checks by the Disclosure and Barring Service.  As part of this process, Aldro additionally carries out its own online and social media checks. 
The post is exempt from the Rehabilitation of Offenders Act 1974 and Aldro is therefore permitted to ask job applicants to declare all convictions and cautions (including those which are ‘spent’ unless they are ‘protected’ under the DBS filtering rules) in order to assess their suitability to work with children.
Aldro recognises the benefits of a diverse workforce and is committed to equality of opportunity for staff, volunteers and applicants. Building upon legislative requirements, Aldro seeks to ensure proper access of opportunity in matters relating to recruitment/selection, support for staff development and promotion. All HR policies are underpinned by this commitment to inclusivity and discriminatory behaviour by staff, pupils, contractors and external contactors will be taken very seriously, fully investigated and appropriate action taken where necessary[image: ][image: ].
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Aldro is an equal opportunities employer and committed to safeguarding
and promoting the welfare of children and young people. We expect all staff
and volunteers to share this commitment. This post requires an enhanced
check from the Disclosure and Barring Service.
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