	Post: Administrator/Receptionist
Department: Department of Education and Social Services, West Hill School

Responsible to: Centre Manager
	Hours: 25 hours per week all year round (Monday – Friday 9.00am – 3.00pm)
Post No: 

Grade: Scale 4 (points 7-10) 
Location: West Hill Enhanced Children’s Centre


JOB DESCRIPTION

Purpose of the Job

To provide a welcoming first point of contact for all visitors to the children’s centre. To be responsible for implementing the administrative and organisational processes within the centre under the guidance of the Centre Manager. To be responsible for the promotion and 
Reception Duties

1. Responsible for ensuring that all reception procedures meet customer care best practice.

2. Responsible for greeting all visitors to the children’s centre (parents, children, professionals and contractors); ensuring they are helped to access the relevant service/s or sessions and, where necessary, informing the relevant person when visitors have arrived.
3. Responsible for ensuring all parents, carers and children are registered with the centre so that information about users access to and engagement with the centre and its services is accurately maintained.
4. Responsible for security procedures in relation to visitors to the centre; arranging suitable appointments for contractors and making sure all visitors are signed in appropriately, wearing ID and issuing visitor passes where necessary.
5. Manages all enquiries to the centre via the telephone, email or in person. Taking and passing on messages to the appropriate colleagues in a timely manner, arranging appointments where necessary.

6. Facilitates all enquiries with respect and ensures discretion and confidentiality. Assesses the appropriate service or person to meet enquirers’ needs and acts accordingly.
7. Manages complaints in relation to the areas for which they are responsible in line with the centre complaints procedure.
8. Responsible for ensuring that the reception and foyer areas are kept tidy and maintained to a high standard that meet health and safety requirements.

9. Responsible for maintaining the information for service users in the displays in the entrance area, parent room, therapy room and external noticeboard ensuring the information displayed is up to date and relevant.

10. Arranges reception cover as necessary in conjunction with the centre manager.
General administrative duties
11. Responsible for the clerical and administrative support to the centre e.g. photocopying, filing, faxing and scanning.  Completes standard forms and responds to routine correspondence.

12. Responsible for setting up effective administrative and organisational procedures within the centre in agreement with the centre manager.
13. Maintains manual and computerised records and information systems including updating the centre website and other social media as necessary in agreement with the centre manager.

14. Regularly inputs registration, session and contact data into the children’s centre information management system. Produces reports, session evaluations, lists, information and data as required.

15. Uses Word, Excel, Outlook amongst others to deliver the administrative functions to a high standard and within specified timescales. 

16. Responsible for maintaining accurate petty cash records and reconciliation on a monthly basis.
17. Responsible for implementing and managing a booking system for all term time and holiday sessions, events and trips in conjunction with the centre manager; including taking payments issuing receipts and refunds.  
18. Responsible for room bookings, taking into account the existing term time and holiday timetable sessions, in agreement with the centre manager.
19. Responsible for creating publicity for the centre and organising termly mail outs.

20. Sorts incoming post, date stamping and ensuring it reaches the recipient in a timely manner and operates a system for outgoing mail. 
21. Takes and distributes notes at meetings such as team meetings and advisory board meetings.
22. Places orders, receives and checks deliveries, and maintains a general system for collating delivery receipts and invoices to ensure payments are not delayed.
Responsibilities


23. Must be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

24. Be aware of and support difference and ensure equal opportunities for all.

25. Contribute to the overall ethos, work and aims of the centre.
26. Establish constructive relationships and communicate with parents, carers, other agencies and professionals to benefit the children, families and service as a whole.

27. Attend and participate in relevant meetings as required.

28. Participate in training and other learning activities and performance development as required.

29. Recognise own strengths and areas of expertise and use these to advise and support others.

30. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.
31. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

32. To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

