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Post Title:		Receptionist/Administrative Assistant
Location: 		Heanor Gate Spencer Academy 
Salary/Pay Range:	NJC2 to NJC6 
Hours of work: 		37 hours per week, Term time plus 2 weeks (41 weeks per year).
  Reporting to:		PA and Operations Lead 

Nature and Scope

Working as part of the reception team you will be required to carry out the following duties, detailed below. The nature of the Academy Year requires some of these tasks to be done regularly, whilst others will be on an annual cycle. 

The post holder will be expected to use all Trust standard computer hardware and software packages where appropriate.
 
Main Responsibilities:
· Receiving, directing and responding to a constant flow of incoming emails and phone calls
· Signing in and directing visitors as appropriate, including appropriate ID checks to ensure safeguarding
· Updating online student records accordingly with late arrivals/ authorised early departures
· Liaison with relevant staff to resolve parental and student issues within a timely manner
· Allocation of incoming mail and deliveries, preparation of external mail
· Responding daily to first aid incidents as they occur (training will be provided)
· Issuing of student medication, maintenance of central records of student medication
· Sending of daily text and email communications to parents/carers using Arbor system
· Assisting students with practical queries such as lost property, timetable queries, transport or lunch arrangements etc
· Coordinating and booking transport arrangements for school trips and excursions
· Using the ParentPay system to manage payments for stationary items, extra-curricular activities and trips
· Liaison with our friendly site team to address issues reported around the school

All Support Staff at Heanor Gate Spencer Academy are required to:
· Work in a professional manner and with integrity. Maintain confidentiality of records and information
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role
· Be aware of and comply with all Trust policies including in particular IT, Health and Safety and Safeguarding
· Participate in the Trust Professional Performance Review process and undertake professional development as required
· Adhere to all internal and external deadlines
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.

General
· Work in a professional manner and with integrity and maintain confidentiality of records and information.  
· Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
· Be aware of and comply with all Trust policies including the Employee Code of Conduct, IT, Health and Safety and Safeguarding.
· Participate in the Trust Professional Performance Review process and undertake professional development as required.
· Adhere to all internal and external deadlines.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.

These above-mentioned duties are neither exclusive nor exhaustive, the post- holder may be required to carry out other duties as required by the Trust.

Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our children and young people. Therefore, we expect everyone to share this commitment. All appointments are subject to satisfactory pre- employment checks, including a satisfactory Enhanced criminal records with Barred List Check through the Disclosure and Barring Service (DBS) and the completion of Level 2 Safeguarding training. It is an offence to apply for the role if an applicant is barred from engaging in regulated activity relevant to children (where the role involves this type of regulated activity).

The Trust and its member academies are committed to promoting equality and diversity in both employment and education provision. We aim to ensure that students, parents, governors, employees, contractors, partners, clients and other stakeholders within the Trust community are treated fairly, and with dignity and respect regardless of Protected Characteristics.

Spencer Academies Trust is a Disability Confident Committed Employer.


	     Person Specification 
	Essential
	Desirable

	Qualifications and experience 

	· GCSE (grade A*–C) or equivalent, in English and maths
· Experience of working with children/young people
	X
X
	

	Knowledge and skills

	· Strong verbal and written communication skills
· Good standard of numeracy and literacy skills
· Ability to absorb and understand a wide range of information
· Ability to manage and deal with confidential data/issues appropriately
· Ability to proficiently use computer software and data-bases
· Able to work flexibly to meet deadlines and respond to unplanned situations
· Efficient and meticulous in organisation
· Working knowledge of relevant policies, procedures, codes of practice, and awareness of relevant legislation such as health and safety, safeguarding
	X
X
X
X
X
X
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	Personal qualities

	· Excellent interpersonal skills with the ability to maintain strict confidentiality
· Initiative and ability to prioritise own work and that of others to meet deadlines
· Able to follow direction and work in collaboration with the leadership team
· Able to work flexibly, adopt a hands-on approach and respond to unplanned situations
· Commitment to the highest standards of child protection and safeguarding
· Recognition of the importance of personal responsibility for health and safety
· Commitment to the Trust’s ethos, aims and whole community
· Ability to listen and show empathy
· Ability to show initiative when under pressure. 
· Able to follow direction and work in collaboration with line-manager and the leadership team
· Ability to build and form good relationships with students, colleagues and other professionals
· Ability to work as a team
· Ability to improve own practice/knowledge through self-evaluation and learning from others
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