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	Student Attendance Receptionist

	Red Kite Learning Trust is committed to safeguarding and promoting the welfare of children and expects all colleagues and volunteers to share this commitment. Appointments will be subject to an advanced DBS disclosure.
Red Kite Learning Trust is an equal opportunities employer and welcomes applications from people of all backgrounds. We are committed to building a diverse workforce that reflects the communities we serve and to fostering a positive, inclusive culture that promotes equality, colleague wellbeing and professional development.

	Role Summary

	Working as part of the pastoral team, the Student Receptionist will provide a welcoming, professional and responsive first point of contact for students, parents/carers and colleagues. The role will support the Attendance Team and Year Managers in responding to student and family needs, helping to ensure that queries and concerns are dealt with promptly and appropriately. The role will also support Year Managers in delivering First Aid to students and contribute to the smooth and effective day-to-day operation of student reception and pastoral services.
Flexible Working: Red Kite Learning Trust recognises the importance of achieving a healthy work-life balance and is committed to supporting flexible working where possible. We welcome conversations about flexible working arrangements throughout the recruitment process. While the requirements of individual roles and service needs will be considered, requests will be reviewed fairly and on an individual basis to support both colleagues and our Trust.

	Role Profile

	

· Supporting with late arrivals of students and follow ups with home
· Work with the Year and Attendance team to make some strategic ‘first day’ contact home calls when
· students have not arrived at school
· Work with the Year and Safeguarding team on joint home visits
· Supporting with students who need to re-set on arrival
· Supporting the Behaviour Manager with locating students and supporting on-call
· Support the Attendance team with administrative and organisational tasks
· Deputise for Attendance Officer where required
Trust-wide Responsibilities
· Contribute to the mission, values and goals of Red Kite Learning Trust
· Comply with all Trust and school policies and procedures including safeguarding, health and safety, confidentiality and data protection
· Attend and participate in relevant Trust meetings and activities
· Ensure safeguarding procedures are followed and applied effectively at all times

The role holder must demonstrate a flexible approach to the role and may be required to undertake duties not specifically identified in this profile, provided they are consistent with the general scope, grade and responsibilities of the post.







	 People Profile

	[bookmark: _Hlk78541355]Qualifications, Knowledge and Experience

	Essential

	GCSE Mathematics and English or equivalent (grade C or above)

	Experience of working in an administrative or reception environment

	High level of ICT skills

	Experience of using computerised systems and databases to record and retrieve information

	Knowledge and understanding of safeguarding responsibilities when working with children and young people

	First Aid at Work or Emergency First Aid at Work, or willingness to attend training

	Desirable

	NVQ Level 3 for Teaching Assistants or equivalent or experience

	Counselling or coaching skills

	Experience of working with young people in a challenging environment

	Personal Attributes 

	Essential

	Ability to provide a professional, welcoming and helpful first point of contact for students, parents/carers, staff and visitors

	Ability to communicate effectively with staff, students and parents/carers

	Ability to relate well to young people and develop positive relationships in an appropriate manner

	Ability to work flexibly and collaboratively as part of a team as well as independently with limited supervision

	Ability to remain calm and professional when dealing with a busy and varied reception environment

	Ability to prioritise and manage competing demands effectively

	Excellent organisation and administrative skills and ability to work to high levels of accuracy

	Ability to use own initiative and be flexible and solutions-focused

	Ability to exercise appropriate judgement and know when to seek advice or escalate concerns

	Ability to establish appropriate authority and maintain professional boundaries with young people

	Ability to negotiate challenging situations

	Ability to work under pressure and meet deadlines

	Ability to deal with sensitive information in a confidential manner

	Empathy towards young people facing barriers to their learning

	Hard-working, well-motivated and positive

	Willingness to be flexible and work to meet the best interests of the school

	Willingness to undertake further training where appropriate

	Willingness to comply with all school policies and procedures

	Commitment to Safeguarding and Promoting the Welfare of Children and Young People

	Essential

	An appropriate motivation to work with children and young people

	Ability to maintain appropriate relationships and personal boundaries with children and young people

	Emotional resilience in working with challenging behaviours and appropriate attitudes to the use of authority and maintaining discipline
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