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SPECIALIST SCHOOL FOR THE ARTS AND SCIENCE


Job Description – Receptionist and Admin







POSITION: RECEPTIONIST

SALARY: GRADE CD: (£24,796 to £25,989 pro rata / £8,714 to £9,133 actual) pay award pending
	
REPORTS TO:  Office Manager

HOURS: 15 Hours per week Term Time Only (Monday and Friday 8am - 4pm)

Job Purpose
To act as the first point of contact for visitors and callers.  A crucial requirement of the post holder will be the ability to demonstrate a professional and positive attitude at all times and create the ‘right’ first impression of Selby High School to all.  
Provision of administrative support within the Admin and Student Services Team. 
Key Responsibilities
· Receive incoming telephone calls and visitors professionally, promptly, courteously and direct the calls appropriately. 
· Maintain and ensure accurate recording of visitors to the school and issue appropriate security information including badges, health and safety and fire evacuation procedures upon arrival.
· Account for all visitors to the school during emergency procedures.
· Cover the intercom for the school gates in conjunction with the Reprographics Officer.
· Receive and issue post via the delivery and collection service. 
· Accept and sign for deliveries, notifying the site team and staff of their arrival and organising distribution as required.
· Book meetings/meeting rooms for outside agencies, i.e. Family Outreach Workers, keeping appointments in the diary and online booking system, notifying the students and logging on registers, as necessary.  Contacting for absences etc.
· Prepare facilities and documentation for parent/carer/guardian and school events in the reception area, under the direction of the Office Manager. 
· Update parent/carer/guardian event attendance mark sheets.
· Distribute documentation to visitors / ex-students as required.
· Administration involved with Primary Liaison, mail merged letters to Y6 parents, enclosures etc., copies sent out to all Primary Headteachers.
· General administrative duties to support both the admin team and student services, as necessary.
6. Safeguarding
· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with. 
· Be able to recognise when a child or young person is in danger or at risk of harm and take appropriate action to protect them.  
· Make considered judgements about how to act to safeguard and promote a child or young person’s welfare.
7. Data Protection
· Comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.
7. Development
· Undertake annual training in the most recent legislation.
· Ensure continued personal professional development through attendance at relevant training.
· Undertake appropriate training in the use of ICT software programs to ensure the most effective and efficient processes support your work.
8. General/Health & Safety
· Undertake any other duties as reasonably required by the Principal.
· Contribute to the life of the school community and to support its ethos and policies.
· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions.
· Be aware of the specific issues relating to health and safety in your area and make appropriate assessments of any risk.
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	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications & Training

Level 2 Literacy and Numeracy

ARBOR Application Training

Microsoft Office including Excel and Word 

Appropriate first aid training
	

X

	



X

X

X


	Experience

ARBOR experience

Clerical or administration experience 

Previous experience of reception work / customer service

	



X

X
	

X

	Skills & Knowledge

Computer literate particularly in the use of Excel & Word

Good written and verbal communication skills: able to communicate effectively and clearly with a range of staff, children, young people, their families and carers.

Problem solving skills

Good Literacy and Numeracy Skills
	

X


X


X

X
	











	Personal Qualities

Attention to detail, neatness and accuracy 

Good organisational skills

Ability to work alone and also as part of a team

Ability to deal with confidential information

Ability to work to deadlines and prioritise own workload
	

X

X

X

X

X
	

	
Other Requirements

To be committed to the school’s policies and ethos

To be committed to Continual Professional Development.

Motivation to work with children and young people.

Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
	


X

X

X

X
	

	
Equal opportunities

To assist in ensuring that NYC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery

	


X
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