Job Title:
Receptionist/Telephonist
Main Purpose of Job:
To act as the first point of call for all school visitors and callers.  To welcome visitors and direct as appropriate, and to manage all telephone calls and queries, re-directing as appropriate.

Main Duties and Responsibilities:

· To welcome visitors in a professional and hospitable manner, ensuring signing-in procedures are followed, and to provide refreshments as required.

· To receive and prioritise incoming telephone calls and deal with them appropriately including recording and distributing messages as required.
· To ensure appropriate standards of tidiness and order in the school reception area so as to project a professional and welcoming environment for parents, students and visitors to the school.

· Undertake general administrative duties using ICT and manual procedures including preparation of internal/external correspondence and reports, filing and photocopying, controlling stationery for the office, archiving College data both manually and electronically.
· To distribute incoming post and goods received and provide assistance with stock control.  All aspects of post/receipt/delivery/posting/post office arrangements.  Collecting and monitoring private postage.  
· Ensuring all correspondence and communications representing the College reflect the agreed (corporate style) professional standards
· Selling stationery and other equipment for departments, collection of monies, maintain small float.
· Issue of temporary school transport tickets and liaison with the Transport Officer at the Area Education Office.
· Free School Meal administration and advice to parents within set College procedures.
· Sale and collection of monies for College uniform.
· Maintain staffrooms, notice boards, pigeon holes, etc.
· Maintaining staff listings and rotas 

· SIMS (Schools Information Management System) modules for administration of student and staff data – ensuring all data is updated accurately and in a timely manner, to include behaviour and attendance information.
· Schoolcomms.
· Maintaining and updating Standard Operating Procedures as required reflecting actual processes.
· Assisting others within the Administration team at periods of high workload

· To make appointments for members of staff and manage staff diaries as requested.

· To support students in College as any issues or concerns arise.
· To be the central point for the College on-call system so that messages can be appropriately transmitted.

· To input information relating to pupils and staff on SIMS, so as to ensure up-to-date and accurate records for staff and pupils.  To ensure the utmost confidentiality in relation to such records.
· To assist in the administration associated with all school record-keeping (eg: free school meal list, post book, stock database, accident log book, registers, absence reports etc).

· To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).

· To maintain confidentiality of information acquired in the course of undertaking duties for the department.

· To be responsible for your own continuing self-development, undertaking training as appropriate.

· To be first aid trained and to cover the College first aid requirements as necessary.
· To undertake other duties appropriate to the grading of the post as required.

