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Job Description

	Job Title:
	Receptionist


	Pay Band:
	A1/A3 (£21029 Fte/ £17645 Actual salary)

	Responsible to:
	Office Team Leader

	Hours of Work:
	37 hours – Term time only.

Mon-Thurs 8am-4pm, Fri 8-3.30 
Permanent- (subject to 6 month probationary period)


Role:

To undertake a range of reception duties and provide general administrative support at a specified East SILC site, but as all posts may be asked to work at any site in the East SILC.
Main Duties:

· To undertake reception duties, dealing efficiently and effectively with routine telephone and face to face enquiries, signing in and welcoming visitors etc.
· To maintain a tidy, well-organised reception and visitor area.
· To sort and distribute mail and other deliveries.
· To act as support with the maintenance of school registers/record dinner money.
· To undertake typing, word-processing and other IT based tasks.
· Liaise with parents and other professionals.
· To assist with arrangements for visits by school nurse, photographer etc.
· To provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms.
· To maintain manual and computerised records/management information systems.
· To be aware of and comply with policies and procedures relating to Safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To be aware of and support difference and ensure equal opportunities for all.
· To contribute to the overall ethos/work/aims of the school.
· To appreciate and support the role of other professionals.
· To participate in meetings, learning activities and performance development as required.
· To undertake any other duties as required, commensurate with the role.
Values, Aims and Ethos

Our ethos and values are at the core of everything we do. 

Aims

We aim to enhance educational, physical, personal and spiritual development and well-being, by taking into account the individual needs of all pupils in the school environment. By working together as a multi-disciplinary team, the school aims to provide a holistic approach to learning.

Mission Statement/ Ethos
Personalised pathways to successful learning and continuous achievement.
Safeguarding:

The East SILC is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Appointments are made subject to a satisfactory Disclosure and Barring Service check (DBS formally CRB) and medical clearance from Leeds City Council’s Occupational Health Service. 

It is illegal to apply if you are on the children’s barred list.

The East SILC promotes diversity and wants a workforce which reflects the population of Leeds

Core Values

At the East SILC we believe that ‘Every Day is a Chance to SUCCEED’. We provide a bespoke system that underpins and runs throughout our core values for staff, pupils and all stakeholders. 
	S
	Support 
	–
	Support and provide opportunities for all pupils and staff members to maximise their potential.

	U
	Understanding 
	–
	Understand the individual needs of all our pupils.

	C
	Compassion 
	–
	Awareness, kindness and providing positivity for self-worth.

	C
	Commitment 
	–
	Commitment to the learning and growth of all staff through Professional Development and delivering a personalised learning experience for all pupils.

	E
	Empathy 
	–
	To understand or feel what another person is experiencing.

	E
	Enjoyment 
	–
	Exciting and meaningful learning and enthusiasm for work.

	D
	Dignity
	–
	Respecting feelings, cultures and values and treat each other as individuals. We promote the right to feel valued and respected.



