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Receptionist and Administrator

Reporting to: Office Manager 

The Post 

We require a professional and experienced Receptionist/Administrator to join our busy administration team.

You will be responsible to the Office Manager. 

You will be required to actively engender a high level of professionalism within the support staff, as forward facing member of the Academy. Support Staff posts at Hammersmith Academy are for those people who passionately care about young people’s education, and understand the positive impact that all staff within a school can and should have.
 
Specific Responsibilities- Reception

· Greet and welcoming visitors to the Academy in a professional and inclusive manner, providing a helpful and efficient response to all queries and requests from visitors, students and staff and managing all calls, taking accurate messages
· Deal with queries from parents and students and direct them accordingly 
· Assist the Office Manager with administrative tasks including typing, reprographics, paperwork regarding trips etc. 
· To liaise effectively with all members of the admin team to provide continuity throughout the school day
· [bookmark: _GoBack]Providing first aid support to students and staff 

Due to the small school nature of the Academy, it should be emphasised that all support staff are regularly required to assist in different areas.

Specific Responsibilities- Administrator

· Provide administration support as directed by the Office Manager with various matters as required, including typing, reprographics, paperwork regarding trips, filing etc.; 
· Provide reprographics support as directed by the Office Manager;  
· Dealing with queries and enquiries from parents and students;  
· Liaising effectively with all members of the admin team to provide continuity throughout the school day; 
· Provide support to other team members as required; 
· Support on whole school events and parent evenings;

Health and Safety 
· To act as First Aider and Fire Warden 
· Contribute to a safe and healthy workplace by following health & safety instructions and policies
· Report accidents and hazards.
· Generally caring for one’s own safety and that of others, including volunteers, students and parents, who may possibly be affected by actions or inaction

Other Responsibilities
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person;
· Contribute to the overall ethos/work/aims of the Academy;
· To uphold confidentiality at all times regarding the Academy’s staff and students;
· Compliance with Hammersmith Academy’s Professional Dress Policy and Code of Conduct;
· To actively comply with and promote all working policies and procedures;
· Present a positive personal image, contributing to a welcoming Academy environment which supports equal opportunities;
· Carrying out of other reasonable tasks from time to time as directed by the line-manager and the Headteacher.

Hours
· Working hours: standard hours 8am-5.30pm on Monday, Wednesday and Friday. 
8am-4.30pm on Tuesday and Thursday. 










Person Specification

	
	Essential
	Desirable

	Qualifications
	· Numeracy and literacy competence with GCSE or equivalent in Maths and English
· Good IT skills
· An ability to use different types of computer software for a variety of tasks
· An ability to use advanced functions of word-processing software to produce well-presented, clear, grammatically correct documents
· Willing to undertake further training

	· Current First Aid Certificate
· NVQ in Customer Service
· School Administration Foundation Certificate
· Proficient in SIMs


	Experience
	· Experience of Microsoft Office software
· Ability to maintain legible and accurate records
· Previous experience in a similar role would be an advantage and some flexibility with regards to working hours is essential

	· Thorough understanding of monitoring visitor’s access and issuing passes
· Extremely capable of keeping Reception area clean and organised 
· Experience following Safeguarding procedures

	Leadership & Management Skills
	· An ability to prioritise, plan and organise work whilst in a busy environment
· An ability to deal appropriately with sensitive or difficult situations with clients/customers or members of the public
· Good motivational skills
· Excellent attention to detail and to work without direct supervision

	

	Decision Making Skills
	· Good problem solving skills
· Ability to develop and maintain effective office systems and procedures
· Ability to respond quickly and effectively to changing situations

	

	Personal Qualities
	· Highest possible standards of honesty and integrity
· Enthusiastic and positive with a commitment to providing a high quality service
· Good communication and interpersonal skills
· Polished customer service skills
· Willingness to work flexibly in response to changing organisational requirements
· Ability to maintain good working relationships with all colleagues
· Ability to work under pressure
· Excellent written and verbal communication skills
· Articulate, well-mannered and eloquent
· Well-presented and mindful of corporate dress code 

	· Ability to work in a community setting
· Good knowledge of local area




HOW TO APPLY

Please complete the application form, which includes a supporting statement, and a monitoring form.  CVs alone will not be accepted.

Please send your completed application form by email to:

 hr@hammersmithacademy.org
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