The Charter School

Receptionist
Post Title

Receptionist/First Aider

Purpose of the Job

To be the Receptionist at the main school reception and operator answering the school’s telephone calls, be a First Aider and to assist with general administrative duties.

Responsible for

1. Providing reception and switchboard cover to the school

2. Providing First Aid 

3. Providing administrative support to the school’s administrative office.

Liaising with

Headship Team, Leadership Team, Head Receptionist, pupils & students, parents, visitors, teaching and support staff.

Working time 

As specified by the Headteacher and line manager

Specific Responsibilities

1. Providing reception and switchboard support to the school, including:
· To establish and maintain good relationships with all students, parents/carers, colleagues, suppliers, contractors and other professionals.
· To courteously welcome and receive visitors/callers to the school, e.g. parents/carers, professionals from outside agencies. Deal with enquiries as required, maintaining security requirements and confidentiality.

· To direct visitors as required.
· To operate the school’s main switchboard, transferring calls, or taking and delivering messages as appropriate mainly by email.

· To collate and distribute incoming mail on a daily basis.

· To maintain the reception area as a welcoming and presentable place.
· To manage general email enquiries and distribute as appropriate.
2. Providing First Aid:

· To care for sick and injured pupils, administering First Aid for minor injuries or sickness and liaising with parent(s)/guardian(s).

· Keep First Aid documentation up to date.

· Keep pupils medication and associated records up to date.

· Accompany pupils to hospital if necessary.

· Any other First Aid related task.

3. Provide administrative support to the school’s administrative office.
· To book and service internal and external meetings.
· To undertake administrative tasks including routine word processing, photocopying, filing, faxing and collating reports.
· To provide refreshments for visitors where necessary.

4. General.
· Be flexible within the broad remit of the post.
· To attend school events as required 

· To assist in school emergencies as required, including locating relevant staff, contacting emergency services and completing necessary documentation.

· To attend relevant meetings and training sessions

· To undertake first aid training and responsibilities as required

· To keep abreast of developments and changes in fields relevant to role and communicate to staff as required

· To assist in such duties and activities relating to any of the above areas appropriate to grade as the Headteacher and Governors shall from time to time reasonably required.
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Receptionist/First Aider

Person Specification
Qualifications:

· A good general level of education

· Qualified First Aider or willing to train for certification

Experience:

· Experience of working in a busy office environment / reception area.
Knowledge and Skills:
· Ability to build and form good relationships with pupils and colleagues.

· Ability to work constructively as part of a team, understanding school roles and responsibilities.

· Good verbal and written communication skills appropriate to the need to communicate effectively with colleagues, pupils and visitors/callers.

· High standard of literacy and numeracy.

· ICT literate with the ability to use Microsoft Word, Excel and Outlook.
· Ability to work effectively when under pressure.

· Ability to work flexibly and respond to unplanned situations.

· Ability to deal appropriately with confidential information.

· Outstanding time management and organisational skills. 
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