[image: ]

Job Description
	Job Title: 
	Receptionist

	Reporting to:
	School Business Manager

	Location: 
	Aurora Chaldon and Caterham School



	Main Purpose	

	To be responsible for reception and telephone duties, welcoming visitors, diary management, taking deliveries and supporting the administration team with day-to-day admin tasks.



	Key Accountabilities	

	· Provide an efficient and effective reception service dealing with telephone enquiries, greeting and looking after visitors and stakeholders ensuring safeguarding is followed before entry to the school site. 
· Organising meeting rooms.
· Following standard procedures for security of confidential data and information.
· Ensuring that the reception area is maintained attractive and welcoming.
· Prepare word processing and other documents, reports and presentations as requested by Senior Leaders and by Line Manager. 
· Ad hoc duties as and when required in line with role and responsibilities. 




	Key Duties

	· To act as the first point of contact for all visitors to the site, following safeguarding processes at all times including checking ID documents and correct signing in and out procedures. 
· Answering telephone queries.
· Man the desk / Reception at All times.
· Welcoming and assisting visitors and contractors.
· Liaising with office suppliers.
· Gate control.
· Identifying the caller’s Requirements for internal and external queries, providing an appropriate response.
· Receiving, logging, passing on and if necessary, following up messages for colleagues in a timely and effective manner so that visitors are made to feel welcome and that colleagues can be notified about visitors.
· Checking and logging visitor/contractor identity.
· Copying, collating and distribution of documents, operating and completing basic support activity for a standard copying machine.
· Operating a computer to access databases and using word processing applications when required.
· Maintaining, updating, sorting and retrieving a range of records/statistical data, including monitoring/ordering of stationery and office supplies if appropriate.
· Accurate filing, indexing, retrieving and other related work.
· Prepare documents, reports and presentations as required.
· Typing and setting up documents such as letters and reports.
· Keeping computer records up to date, e.g. filing.
· Managing post.
· Diary Management.
· Support Attendance Management Information System for students. 
· Maintaining the condition of the reception area and arranging for necessary repairs via Maintenance team.
· Willingness to cover Satellite site as and when requested. 
· Circulation of announcements as required. 
· Assisting and liaising with the Referrals team, receiving and passing on phone enquiries, organising assessment dates.
· Any other duties as required by the Principal, Head of School or School Business Manager




	Knowledge, Skills and Experience	

	· Excellent communication skills both verbal and written.
· Good level of literacy and numeracy (at least 5 GCSEs above C (or equivalent) to include English and Maths – Preferred). 
· Demonstrable experience of working in an administrative role.
· Computer literacy – Excel, Word, Outlook and PowerPoint and ability to use range of databases once trained.
· Ability to manage own time to deal with multiple tasks. 
· Discreet, confidential and reliable.



	
Requirements of Role	

	· Enhanced child DBS. (Aurora will arrange and apply for this)
· Experience in an administrative environment (preferred).
· The ideal candidate will be a team player, personable, efficient and will be willing to ‘muck in’ when needed with high attention to detail.




	Additional Information	

	As part of the Aurora Group everyone is:
· Expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· Required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures.
· Required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time.
· Required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.
· Required to promote The Aurora Group’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively.
· The Aurora Group takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children and young adults. Therefore, everyone employed by the Aurora Group is expected to share this and act accordingly by applying organisations policies and procedures and attending regular safeguarding training.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed and amended periodically to ensure it remains appropriate for the role.
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