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The Priory School, Hitchin

RECEPTIONIST & GENERAL ADMINISTRATOR
H4 (£25,989 pro-rata) term-time plus one week

Mornings or afternoons (exact hours tbc)
Purpose:

We are seeking to appoint a Receptionist & General Administrator to provide high-quality and effective Reception and general administrative support to the school.

Responsibilities:

The following areas of responsibility are for guidance only; they are neither comprehensive nor exhaustive:
1. Generic Areas of Responsibility

1.1.  Ensure confidentiality at all times and ensure compliance with the Data Protection Act

1.2.  Maintain productive and efficient time management during the working day

1.3.  Notify your line manager of any unforeseen problems where appropriate and in a timely manner

1.4.  Maintain and develop a professional working relationship with all stakeholders and outside organisations

1.5.  Follow school policy, procedures, Code of Conduct policy and ethos of the school

1.6.  Check, respond and action, as appropriate, all communications from stakeholders within 48   hours
1.7.  Carry out administrative tasks as directed by your line manager

1.8.  Contribute to the Child Protection and Safeguarding policies of the school

1.9.  Undertake any additional duties as required by the Headteacher

2. Reception

2.1. Ensure that Safeguarding protocols are in place in the Front reception

2.2. Ensure that the Front Reception is well ordered and welcoming for all visitors

2.3. Field incoming enquiries and forward information to relevant colleagues 

2.4. Co-ordinate front of house duty

2.5. Receive deliveries and arranging internal distribution
3. Administration 

3.1. Check and deal with external TPS admin@ InBox

3.2. Distribute external post 

3.3. Update fire evacuation lists

3.4. Place stationery orders

3.5. Collate work for externally suspended students

3.6. Book meeting rooms

3.7. Maintain list of staff and sixth form number plates
4. Other

4.1.  Support with whole school events as required

4.2.  Support exams department on results days if needed, including stuffing envelopes the day before

4.3.  Fire evacuation duties 

4.4.  First aid duties (First Aider)
Other specific responsibilities will be negotiated and agreed with the successful applicant.

This job description should be read in conjunction with The Priory School, Hitchin, Professional Code of Conduct.

The law requires this position to have an enhanced criminal background check.  This is to protect children and vulnerable adults and to safeguard positions of trust. The position is therefore exempt from the Rehabilitation of Offenders Act.  If your application is taken further, you will be asked to declare details of any criminal record, even convictions that are ‘spent’ according to the act.  If you are offered the post this information will be checked against Criminal Records Bureau files.  You will be provided with full information at each stage.

Please note that The Priory School, Hitchin, operates a no-smoking policy.

The postholder is required to perform the duties above. They will be responsible to the Headteacher, through the line manager, and will demonstrate a genuine commitment to our Equality & Diversity policy and the wellbeing of all students.

This job description will be reviewed annually and will form the basis of the Performance Management Review (PAR) procedure.  Any issues relating to the review of this job description should be brought to the Headteacher’s notice by the postholder through the senior line manager. The postholder will undertake the specific responsibilities as outlined above in order to fulfil our statutory requirements, school aims, policies and targets.

