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Support Staff Job Description

	Support Staff area 
	Administration 

	Support Staff Team:
	Process Team

	Post Title:
	Receptionist

	Purpose:
	· To uphold the school’s image, vision & ethos through providing an effective reception and administrative support service to all school Stakeholders.

	Reporting to:
	Process & HR Manager

	Key Success Indicators:
	· All stakeholders to the school being welcomed in a professional, welcoming manner.
· Delivery of an effective reception service through exemplary communication of messages, deliveries and face to face enquiries.
· Ensuring school safeguarding is always of paramount importance through the vetting and verifying of visitors and attendance management ensuring accuracy of student sign ins & outs and collection through the school day.

	Liaising with:
	All Stakeholders

	Working time:
	Term Time, 37 hours per week plus additional 37 hours worked outside term time

	Salary/Grade:
	Grade 5

	Main (Core) Duties

	Welcoming visitors to the school
	Delivering a full and effective reception service including: 
· Answering, forwarding and sign posting telephone calls, emails, face to face enquiries; signing in visitors, verifying visitor credentials and DBS status, receiving and sharing of deliveries.
· Undertaking clerical duties using relevant ICT packages such as spreadsheets, databases, word, internet & Arbor – Management Information System.
· Maintaining the school’s telephone systems with specific alerts, seasonal updates or as requested.
· Maintaining a call tracker system to log when and by whom messaged have been responded to.
· Welcoming all visitors, managing visitor attendance through ensuring all sign in and out and through issuing photo ID and correct coloured lanyards
· Managing all enquiries that come via reception be it face to face, email or telephone calls. 
· Attendance management of students ensuring accuracy of student sign ins & outs, assisting attendance and Pastoral with late arrivals, sick collections and collection through the school day for medicals or appointment attendance.
· Issuing In-Year Admission application forms and taking initial enquiries for Admissions.
· Liaising with Attendance for parental messages, notices of late arrivals and leavers through the school day.
· Access to the school’s i-pad dashboard.
· Being the point of sale for badges and ties to stakeholders.

	Information and delivery Management
	· To sort and distribute internal and external post, liaising with Royal Mail for signed-for parcels and regarding collections & deliveries during school holidays.
· Receive and distribute deliveries for Kier & NTC staff - ensuring distribution, notification of parcels and the secure storage of items not distributed by the end of the day.
· Follow specific exam related delivery processes, liaising with couriers and the Exams Officer where applicable.
· Receive items brought into school from parents & arrange distribution/collection to/from students.
· To use the school’s tannoy system for strict, specific reasons, when it is appropriate to do so.
· Assist the Process Team to proof read school literature as requested.
· Helping and assisting any students that come to reception with enquiries.  

	Management of the on-line booking system
	· Manage the on-line booking of all meeting and training venues in school for internal & external stakeholders.
· Ensure that Kier Staff are aware of the required layout of rooms. 
· Liaise with Sodexo to arrange & book hospitality for meetings, completing order forms and liaising with budget holders where applicable.

	Management of the Reception area
	· Ensure the Reception area is kept tidy, clean & professional. 
· Liaising with relevant staff regarding the allocation of a Duty boy and monitoring the school’s expectations, his role & workload. 
· Updating Reception guidebooks for lunchtime cover.
· Ensure current, relevant and accurate school literature is available for all visitors.
· Monitor students using the Cafe area.
· Monitor students in Headteacher isolation, in liaison with Pastoral Support.

	

School Organisation 

	· Following school policies and procedures especially those relating to child protection and health and safety
· To monitor student behaviour and ensure smooth transition between lessons

	Legislation Compliant
	· To be responsible for promoting and safeguarding the welfare of children and young people within the school
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

	Other Specific Duties

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
Employees are expected to be courteous to colleagues and provide a welcoming, and professional environment. This applies to all forms of communication including email, internet, text and telephone conversations.
This job description is current at the date shown but following consultation with you, may be changed by Leadership to reflect or anticipate changes in the job which are commensurate with the salary and job title.
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