

JOB DESCRIPTION
Job Title:	Day Porter (Weekend)
Reports to:	Director of Operations
Location:	Radley College, Abingdon, Oxon
Responsible for:	Providing a professional, welcoming and efficient reception service at weekends. As a first point of contact for many visitors to the College, the Weekend Reception Porter plays an important role in creating a positive first impression and supporting communication and day-to-day services across the College community.


KEY RESPONSIBILITIES

Reception and Visitor Service
· Provide a welcoming, helpful and professional reception service.
· Act as a first point of contact for visitors to the College.
· Respond to a range of questions and enquiries, providing appropriate information or directing individuals to the relevant person or department.
· Interact positively and professionally with pupils, staff, families, visitors and other members of the College community.
· Maintain a calm, friendly and organised reception environment.
Telephone and Communication
· Answer incoming telephone calls promptly and professionally.
· Respond to routine enquiries and direct calls to the appropriate person or department.
· Take and relay clear and accurate messages.
· Communicate effectively, both verbally and in writing.
· Use email and other College communication systems as required.
Postal and Administrative Support
· Frank outgoing post and prepare parcels for dispatch.
· Receive and process outgoing parcels.
· Deliver mail and other items around the College site.
· Undertake keyboard entry and maintain accurate electronic records.
· Use Microsoft Word, Excel, email and other relevant College systems.
· Complete routine administrative duties associated with the reception service.
Teamwork and Service Continuity
· Work collaboratively with the other Weekend Reception Porter to ensure effective coverage of the reception service.
· Maintain clear communication and handovers between shifts.
· Adopt a flexible approach and provide reasonable cover for the other postholder when required.
· Work effectively as part of the wider College team.
· Support the smooth running of reception and associated services throughout the weekend.

OTHER DUTIES
· Such other duties which may reasonably be required.
· To attend necessary training as required by the College.
· Radley College is committed to safeguarding and promoting the welfare of its pupils and expects all employees to share this commitment.  Employees must, at all times, have regard to the need to safeguard and promote the welfare of children in line with the provisions of the Children Act 2004 (as amended) and Keeping Children Safe in Education (as amended) and be fully aware of, and understand, the duties and responsibilities that apply to their role in relation to these requirements.  All employees must attend appropriate training in accordance with College and local Safeguarding Board stipulations.

HOURS OF WORK
The weekend reception service operates between 7.00 am and 7.00 pm on Saturdays and Sundays. The role works on an alternate weekly shift pattern:
Saturday
· 7.00 am to 1.30 pm; or
· 12.30 pm to 7.00 pm.
Sunday
· 7.00 am to 1.00 pm; or
· 1.00 pm to 7.00 pm.
The post operates as a job share, and flexibility to provide cover for the other Weekend Reception Porter when required is an important part of the role.

PERSON SPECIFICATION
Essential
· Warm, friendly and professional manner. 
· Excellent customer-service and interpersonal skills. 
· Effective verbal and written communication skills. 
· Confident and professional telephone manner. 
· Ability to respond appropriately to a variety of enquiries. 
· Ability to work effectively as part of a small team. 
· Flexible approach, including the ability to provide reasonable cover for a job-share colleague. 
· Competent IT skills, including Microsoft Word, Excel and email. 
· Ability to enter and maintain information accurately. 
· Good organisational skills and attention to detail. 
· Ability to work reliably and independently. 
· Full driving licence.
Desirable
· Previous experience in a reception, customer-service, administrative or front-of-house role. 
· Experience working within an educational, residential or community environment. 
· Experience handling post, parcels or internal deliveries. 
· Familiarity with visitor-management or reception systems.
Personal Attributes
· Welcoming and approachable. 
· Cheerful and positive. 
· Reliable and punctual. 
· Flexible and cooperative. 
· Calm and courteous. 
· Organised and attentive to detail. 
· Committed to providing a high standard of service.
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