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Job Description 

Position: 	Receptionist / Admin Assistant	
School:		Birchensale Middle School
Salary:		Scale 2 (pts 3 – 4)
Working hours:	7.5 hours per day, term time only (7.45am-3.45pm)
Reporting to:	School Operations Officer
Contract:	Part-time

GENERAL
As the “public face” of the school, the post holder is expected to maintain high standards of appearance and to communicate with courtesy and clarity with all staff, students, visitors, outside agencies and the wider community, at all times, both face-to-face and on the telephone.

The post holder will ensure the efficient and effective management of the school’s Visitor Reception area and, as part of the administration team, provide general administrative support.

MAIN DUTIES AND RESPONSIBILITIES

Reception
· Complying with all school procedures with regard to visitor management, safeguarding etc.
· Managing all visitors to site via vehicle/pedestrian electric gates and doors.
· Signing in visitors/contractors to school, checking credentials, ensuring they are aware of information included on visitors screen, they receive school policy information and Visitors Leaflet and are reminded of Evacuation Procedure as appropriate and that they get safely to where they need to be (accompanied if appropriate). 
· Provide evacuation sheets from Inventry in the event of an evacuation.
· Ensuring that Visitor Information Folders, Noticeboards etc are up to date and that the Reception area is attractive and welcoming for visitors. 
· Receiving deliveries in accordance with procedures, including examination post, and arranging distribution to the relevant department.
· Managing incoming and outgoing post.
· Switchboard duties.

Administration Support
· Typing/admin as required 
· First Aider
· Cover for colleagues as required

Any other duties that fall within the remit of this post.

OTHER RESPONSIBILITIES

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work at the school will include the following.

Other Duties

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake such other duties/training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· To undertake health and safety duties commensurate with the post and/or as detailed in the Academy’s Health & Safety Policy
· Personal and Professional Conduct
· To play a positive role in the life of the school community;
· To maintain a high standard of discipline, appearance, punctuality and commitment in all Pupils;
· To promote parental and community involvement in the life and work of the school;
· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school.
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality.
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
· Respect individual differences and cultural diversity.
· Safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.

Contacts
In all contacts the post holder will be required to present a good image of the school in line with its ethos and values, deal with people in a professional manner, and maintain constructive relationships.

Internal: 		Staff colleagues
Pupils

External: 		Parents
External agencies

EQUAL OPPORTUNITIES
Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.
The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy

NOTES:
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
The school reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.


	Signed (member of staff):
	Date:

	Signed (line manager):
	Date:

	Date of next review:
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