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JOB DESCRIPTION

Job Title
Bursary Receptionist/Administrator
Location
Radley College, Abingdon

Responsible To
Bursar’s EA
Purpose of Role
To provide reception and admin support to the Bursary and wider College.
Introduction

The Bursary Reception is the main point of contact for visitors to the College both during term-time and College holiday time. This is a job share working closely with the other receptionist. Core hours when Reception is open are Monday to Friday, 7.30am to 6.00pm split between two shifts – Shift 1: 7.30am to 1.00pm and Shift 2: 12.30pm to 6.00pm. This allows for a half-hour handover between the two shifts daily. Shifts would be split with one receptionist working Shift 1 in Week 1 and Shift 2 in Week 2.

When one receptionist is on holiday the other will cover a full day from 8.00am to 5.00pm with one hour (unpaid) for lunch. Holiday is only able to be taken during the College’s holidays. Any bank holiday (usually only the Early May Bank Holiday) when the school is open will be a normal working day. The above working pattern represents 83% of a full-time role.

KEY RESPONSIBILITIES
General
· Provide a warm welcome for visitors to the College.

· Responsible for a range of administrative/secretarial duties as required, including typing, proof reading, photocopying, organising meetings, etc.
· Procurement of stationery for the school.

· Supporting the Bursar’s EA with administration, as required. 
· Liaising with the EA to Common Room regarding travel arrangements for pupils at the end of term/Leave Aways and Exeats.
· Produce accurate letters, memos, reports and other documents, when necessary.
· Liaise with parents, staff and pupils.
· Maintenance of Bursary website pages ensuring information is up to date and relevant.

· Manage ad hoc projects as required.
· Using the school’s database to extract information and print reports.
· Monitor key dates within the school’s calendar to ensure work is carried out in an effective and timely manner.  
· Answering telephone calls to the Bursary Reception.
· Provide help to Bursary colleagues during peak periods.  
· Assist with internal minibus booking enquiries and take delivery of hired-in minibuses (take photos and note any damage to the Bursar’s EA for insurance purposes).
· Assist staff with access to the e-Track key cabinet.
· Liaise with local garage regarding damage to minibuses in the absence of
 the Estates Operations Manager.
· Administer staff and pupil taxi bookings, as applicable.
· Oversee pupils getting into correct taxis at the end of term (apart from the end of the academic year if it falls on a Saturday), start of exeat weekends and Leave-Aways.

KEY SKILLS
Any candidate should be confident with modern computer systems and their associated operating systems and software.

The successful candidate is likely to be a very competent user of Office software (Powerpoint, Excel*, Word) or similar packages along with databases**. They should be comfortable with web applications such as Google Maps and Google Calendar. A sound understanding of fonts, layouts, mail merge, footnotes, etc is essential. Equally, the successful candidate is likely to be familiar with mobile technologies (tablets, phones, etc) and the various "settings" associated with such devices. The use of e-mail is a key aspect of the role: understanding the importance of subject lines, distribution, mail lists, etc will be an important skill.

* Use of spreadsheets including basic formulae and conditional formatting.  

** Database administration including data entry, searching for data, importing and exporting data.  

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.

	These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.


PERSON SPECIFICATION – Bursary Receptionist/Administrator
	
	Essential
	Ideal

	Education


	GCSE English & Maths or equivalent.
	

	Experience


	Secretarial and administrative experience at senior level.


	Experience within a school environment.
Touch typist.


	Personal Attributes:

Motivation


	Proactive approach. Takes responsibility and ownership for issues and problems.
	Personal interests and values are congruent with those of the school.

	Drive
	Is energetic and enthusiastic. Flexible in approach - can adapt personal style and behaviour as appropriate.
	Identifies and confronts obstacles to personal and team performance.

	Intellect
	Gathers facts and analyses situations in accurate and organised fashion.  Pre-empts possible problems, thinks ahead. 
	Quick to grasp and understand issues and suggests solutions to work-related issues and situations.

	Credibility & Communication
	Has positive personal impact with colleagues and presents professional image for the school. 

Can communicate clearly and accurately both orally and in writing.

Able to deal with difficult people in a calm and measured way.
	

	Resilience


	Prioritises conflicting demands.

Ability to work speedily, accurately and well under pressure. 

Can balance normal workflow and demands without disruption to team members.
	

	Business Attributes:

Technical


	Can use all appropriate office and IT systems efficiently. 

Builds trust through delivery of good quality, timely work. 

Takes effective control of tasks and their resourcing. 
	

	Teamwork
	
	Encourages teamwork in others.

	Organisation
	Manages own time and completes multiple tasks/ assignments with potentially competing deadlines.
	

	Other


	IT literate - MS Word, Excel.  

Fast and accurate typing skills.
	



