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CHILDREN’S SERVICES

JOB DESCRIPTION


POST TITLE:	Receptionist (Bamburgh School)

GRADE:		Band 4	


Overall Objectives of the Post:

Under the instruction/guidance of the Senior Administrator, provide a welcoming, efficient, and effective reception ensuring high standards of visitor management and administrative support to the school, maintaining confidentiality at all times

Key Tasks of the Post:

· Be the first point of contact for all visitors, staff and pupils ensuring a warm, professional welcome at all times;
· To be responsible for the door controls at the front of the building and to ensure the doors are locked in an emergency;
· Ensure the reception area is clear and presentable;
· Answer internal and external telephone and face to face enquiries.
· Sign in visitors and check identification in line with school policies and Keeping Children Safe in Education (KCSIE);
· To be responsible for issuing the correct lanyard to visitors entering the building;
· Take responsibility to ensure building access fobs are given and received appropriately each day for casual staff and contractors; 
· Provide hospitality for visitors and external meetings at the request of the Senior Management Team;
· Liaise with parents, pupils and staff;
· Receive cash into the school office (e.g. fundraising);
· Receive pupil forms, such as consent and parent details into the school office;
· Offer support with charging and issuing two-way radios to school staff on a daily basis;
· Provide a list of present pupils to the nursing team each day
· Take a note of late pupils and those leaving school early, to ensure the Admin team have accurate attendance records each day
· Assist with pupil welfare when required / calling parents in case of accidents, etc.;
· Provide general clerical/administration support e.g. word processing, photocopying, filing, scanning, completing standard forms and responding to routine correspondence;
· Maintain records/management information systems where directed;
· Assist with the monitoring of general stock within school;
· Produce lists/information/data as required e.g. pupil data;
· Sort and distribute mail and ensure parcels are delivered to relevant staff;
· Deal with outgoing post as required;
· Make tannoy announcements as required;
· Operate relevant equipment/ICT packages;
· Provide general advice and guidance to staff, pupils, visitors and others.
To contribute to the overall school’s achievement of its objectives, you will:
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person;
· Be aware of and support difference and ensure equal opportunities for all;
· Contribute to the overall ethos/work/aims of the school;
· Appreciate and support the role of other professionals;
· Attend and participate in relevant meetings as required;
· Participate in training and other learning activities and performance development as required;

Bamburgh School and South Tyneside Council are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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