
[image: ]JOB DESCRIPTION 

EDUCATION TO UNDERSTAND THE WORLD AND CHANGE IT FOR THE BETTER

	Post
	Lead Receptionist 

	Grade
	Scale 6

	Responsible to
	Office Manager

	Responsible for
	Receptionist team (2 posts)

	Working  hours
	8.00am – 4.00pm; 35 hours per week, 40 weeks per annum 



Everyone at Thomas Tallis works to fulfil our School Plan.  

We expect staff to:
1.	Make sure young people of all abilities, ages and backgrounds fulfil their potential.
2.	Engage all young people in participation in interesting learning.
3.	To stimulate a love of knowledge in our young people.
4.	Unlock and develop their creativity and independence.
5.	Demonstrate that learning continues well beyond lessons.    
6.	Develop the Thomas Tallis Habits of Mind in all lessons so that young people are inquisitive, 
                collaborative, persistent, disciplined and imaginative.

Job Description  							                             Receptionist
Purpose
· To be responsible to the Office Manager for the efficient and effective operation of the reception area. 
· To manage the school’s telephone switchboard.
· To be a member of the administration team and undertake duties as required. 
Ethos
1. To create a positive relationship with staff, students, parents and external agencies.
2. To develop a sense of community which reflects the school’s values.
3. To work professionally in a team environment.
4. Proactively to help develop and maintain good order in the school.

Specific Responsibilities
1. Manage the processes and team in the reception area which will include including overseeing the rota and pro-actively dealing with any staffing issues that may arise, including covering for breaks and staff absences and liaising with the Office Manager as and when required.
2. Greet parents, visitors, contractors and students and deal with their requests in a professional manner
3. To be responsible for the timely answering of the main school switchboard. 
4. Follow up on all urgent issues to ensure everything has been actioned.
5. To support the school nurse with coordinating the school injections programme.
6. To ensure that all visitors sign in and out of the building in case of an evacuation and in line with the school’s Safeguarding Policy.
7. To be flexible and attend parent’s evenings, open days and other events.
8. To assist and support the Executive Assistant to the Head to organise Tuesday Open Mornings as required.
9. To ensure the reception area is welcoming and kept clean and tidy and is a professional space at all times 
10. To ensure reception duties are carried out to a high standard. These include but are not limited to:
Dealing with any Free School Meal queries 
Updating student attendance and punctuality records as required on Bromcom.
Management and issuing of locker keys
Management and issuing of lift passes
Monitoring and ordering first aid supplies
Storing, monitoring and recording student medication
Organising lost property
Updating Fire Box half termly and following fire evacuation
Monitoring reception provisions including Inventory and ordering as needed.
11. Ensure that tutor group/staff pigeonholes are kept in an orderly fashion and distribute correspondence as required.

Other Key Duties
12. To undertake first aid training and administer first aid as required. To complete accident forms in accordance with school procedures.
13. To deal with enquires from a wide range of people (including staff, students, parents, and external agencies) by telephone, letter and in person.
14. To attend and participate in relevant meetings as required.
15.  Be prepared to promote and undertake training and development
16. Promote and uphold Health and Safety practices.

Additional Duties:
17. To carry out additional administrative duties as requested by the Office Manager 
18. To comply with the school’s Safeguarding Policy and ensure the welfare of students you have responsibility for and for those whom you come into contact with.
19. To comply with the school’s Health & Safety Policy.
20. To work within the school’s Equality and Diversity Policy.
21. To ensure that the spirit of the school equal opportunities policy is implemented.

 









PERSON SPECIFICATION

EDUCATION TO UNDERSTAND THE WORLD AND CHANGE IT FOR THE BETTER

Receptionist
	
	Essential
	Desirable

	Experience
	· Successful reception and administrative experience, ideally in an educational environment (S)

· Experience of line managing a team (S)

· Successful experience of working with general public, young people and colleagues (S)

· Good ICT skills and experience, 
including Word, Excel and management information systems (S) (T)

	· Range of general reception and administrative duties.  

· Working with children of relevant age in a school environment

· Good working knowledge of Bromcom

	Education
	· A good standard of education to GCSE (A*-C grade) Maths & English as a minimum.  (S)

	

	Skills and attributes
	· Strong written and verbal communication skills (S) (T)
· High degree of professionalism towards the role 
· Ability to respond to multiple demands whilst maintaining a calm and steady manner (S)
· Ability to relate well to colleagues, parents and students and build effective and resilient relationships
· Work constructively as part of a team (S)
· High level of initiative and enthusiasm
· Taking personal responsibility and commitment to providing a quality support service (S)
· Strong commitment to education and young people
· A commitment to safeguarding for all young people
· Positive role model for children and young people
· Maintaining confidentiality on school and student matters (S)

	· Demonstrate an understanding of issues that may affect a student’s ability to attend school.

· Willing to work flexible hours as required.

	Specific to
this post
	· Ability to deal with the ‘unexpected’.
	



PLEASE READ BEFORE APPLYING:
 (S) Shortlisting Criteria – please address these criteria in your supporting statement.  
Only those candidates who have demonstrated that they meet the job requirements in accordance with the person specification will be shortlisted for interview.  This means giving examples of how you meet each requirement.  Describe your relevant experience, what skills and abilities you have and can bring to the job.  If you have no directly related work experience, you may consider voluntary or community work.  If you do not demonstrate to the panel that you can meet the criteria using the relevant parts of the application form, the panel will not be able to shortlist you.
Criteria marked (T) will be tested at interview stage.
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