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JOB DESCRIPTION
Job Title:
Receptionist
Name:

Grade:
C (£18,333 per annum, pro rata)
Hours:
37 hours per week term time only plus 5 INSET days (39 weeks)
Responsible to:
Director of School Services, School Administrator, Principal

Important Functional Relationships
Internal:  School Administrator, College Finance/Admin team, School Secretary, Principal, Leadership team, college staff, Governors, students.


External:  LEA representatives, suppliers of goods and services, contractors, parents, visitors to the school.

Main Purpose of Job:
The College Receptionist represents the public face of Callington Community College.  Acting as the first point of call for all school visitor and callers.  To welcome visitors and direct as appropriate, and to manage all telephone calls and queries, re-directing as appropriate.  It is important that that Receptionist conducts themselves in a professional and knowledgeable manner to give parents and visitors to the College a good first impression and that all enquiries coming into to the College are dealt with effectively.

The most important asset for any receptionist is excellent communication skills. The ability to speak well and convey information clearly is vital. A receptionist should also be a good listener, able to understand and respond to parents and visitor needs.

Main Duties and Responsibilities:
1.
To take responsibility for the main reception area and all the routines which serve as the first point of contact into the College. To welcome visitors in a professional and hospitable manner, ensuring safeguarding procedures are followed using the Inventry signing in system, and to provide refreshments as required.

2.
To receive and prioritise incoming emails and telephone calls and deal with them appropriately including recording and distributing messages as required.

3.
To ensure appropriate standards of tidiness and order in the school reception area so as to project a professional and welcoming environment for parents, pupils and visitors to the school.

4.
To provide administrative and secretarial support in such areas as word-processing, correspondence, reports and publications, updating and extracting computer information, photocopying and filing in line with GDPR.

5.
To distribute incoming post and goods received and provide assistance with stock control.

6.
Record visitor appointments for members of staff as requested.

7.
To assist in the administration associated with all school record-keeping.

8.
To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g.  Whistleblowing policy, Child Protection and Safeguarding policy, Staff disciplinary policy, Acceptable Use policy, Digital Technology Use and e-safety policy, Diversity policy.

9.
To maintain confidentiality of information acquired in the course of undertaking duties for the department.

10.
To be responsible for your own continuing self-development, undertaking training as appropriate.

11.
To undertake other duties appropriate to the grading of the post as required.

Requirements:
· Excellent interpersonal, teamwork and communication skills

· A proactive and professional approach

· Good organisational skills including the ability to prioritise

· A sense of humour and a patient, calm approach to crisis/problems

· To be able to maintain data-input accuracy through frequent interruptions

· To respect and uphold confidentiality at all levels

· To be proficient in using the internet and email

Health & Safety:

The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware and comply with Callington Community College policies on health & safety.

This is a description of the main duties and responsibilities of the post and at the date of production. The duties may change over time as requirements and circumstances change. 

Signed  …………………………………………

Date  ……………………………….
PERSON SPECIFICATION
Job Title:
Receptionist/Telephonist

Department:
School-based

Person specification prepared by:
Callington Community College

Date:
January 2018

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience

	Some practical experience of receptionist and clerical work.

Practical experience of telephone network systems, word processing programmes, & other related computers systems including E-mail.
	Receptionist and clerical work experience from a school/college environment.
	Application form.

Interview.

	Education & Training

	Attainment of GCSE qualifications or equivalent (level 2 standard of education) to include Maths and English.
	Qualification in receptionist/

administrator related field.
	Application form.

Interview.

	Special Knowledge & Skills

	IT office skills.

Communication skills.

Organisational skills. 
	
	Application form/ Interview.

	Any Additional Factors

	Reliable.

Discreet & confidential & sensitive.

Friendly and professional approach.

Able to work on own initiative and as in a team.

Comfortable with young people & children.

Displays an awareness, understanding and commitment to the protection and safeguarding of children and young people
	
	Interview.
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