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Job Description For: Receptionist
Name of Post holder:
Hours:
TTO (35 hours per week)



     Grade: 1C
Responsible to: Personnel officer
Job Description
Purpose of the Job

1 a) REASON JOB EXISTS: To provide routine clerical and administrative support to the school.

1 b) MAIN AREAS OF RESPONSIBLITY







•
Undertake reception duties including response to telephone and personal enquiries.

•
Assist with pupil welfare matters, including contacting parents and staff.

•
Provide clerical support including include photocopying, filing and email.

•
Maintain manual and computerised records.

•
Undertake typing and word-processing, and other IT based tasks.

•
Carry out routine administrative tasks, including the completion of records in accordance with school policy. 
•
Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

•
 Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

•
Contribute to the overall ethos, work and aims of the school

•
Establish constructive relationships and communicate with other agencies and professionals

•
Attend and participate in regular meetings

•
Participate in training and other learning activities and performance development as required

•
Recognise own strengths and areas of expertise 

•
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. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

•
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

1 c) Disclosure and Barring Service
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Disclosure and barring Service (DBS) as part of the school’s pre-employment checks.  Please note that additional information referring to the DBS is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 d) ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.












2. SUPERVISION

The jobholder is managed by a more senior administrator (personnel officer).

All non-routine decisions are referred upwards.

3. JOB CONTEXT

The jobholder is one of a team of administrative staff who provide reception and support services to the school.

The work is varied and has daily, monthly and termly routines.

4. CONTACTS

The jobholder works with all members of staff in the school and has frequent contact with parents and visitors.

5. KNOWLEDGE, EXPERIENCE AND TRAINING

•
Experience of clerical and administrative work.

•
Good numeracy and literacy skills.

•
Basic knowledge of first aid.

•
Ability to use standard office software.

•
Ability to work in a team.

•
Understanding of the needs of children.

Signed Staff Member:…………………………….

Signed Headteacher: ……………………………….

Duties Include:

·   Administrative and organisational processes within the school.

        Assist with the planning and development of support services

Working Pattern:

·   Term Time Only (TTO) or All year round (AYR)

·   Full time hours are 35 per week.

Conditions of Service Applicable:

·   Former APT&C

·   NJC for Local Government Services (Green Book)

Grade:

·  Scale 1C
Pay Points:

·  2
Method of Payment:

·   Monthly (15th)

Annual Leave:

·  TTO

An allowance is made in the T.T.O. formula (notional pay and hours calculation) for annual leave and bank holidays. The entitlement for this calculation is:

·   27 + 2 statutory days per year (-5 years service)

·   29 + 2 statutory days per year (+5 years service)

·   Plus 8 bank holidays

·   Plus 1 concessionary day

As an allowance has been made for annual leave in the calculation of the

salary, there is no entitlement to take annual leave.

·   AYR

·   Details as for TTO except that staff have an entitlement to take annual

        Leave usually during school holidays

·   The entitlement must be pro rata for AYR part-time staff. Information on

        Calculating leave for part-time staff can be found on document 30-10

       “Calculating leave for part-time term time only staff”.

Person Specification

1. EXPERIENCE

·   Experience of working in an office environment (preferably within a school environment).
2. QUALIFICATIONS

·   NVQ 3 or equivalent qualification or experience in relevant discipline

·   Very good numeracy and literacy skills

3. KNOWLEDGE AND SKILLS

·  Effective use of ICT and other specialist equipment/resources

·  Full working knowledge of relevant polices and codes of practice and awareness of relevant        legislation

· Very good ICT skills
· Ability to relate well to children and adults
· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Ability to develop equal opportunities and inclusion for all pupils

