JOB DESCRIPTION

Visitor Receptionist, Administration and Reprographics Support
Scale 2 
Salary £18,426 - £18,795 per annum

Actual Pro Rata Salary £9,438 - £9,627 per annum

Job Purpose
· Provide the first point of contact for visitors to the Academy

· Provide the first point of contact for telephone enquiries to the Academy

· Provide administrative and reprographics support as required 

Safeguarding
· Be familiar with, and follow, all Academy policies, in particular those related to safeguarding

· To promote the welfare of children

Accountable to: Administration and Examinations Manager
Hours of Work: 22.5 hours per week (Mon Tues and Wed)
Accountable for:
· The reception of parents and visitors

· Dealing with incoming telephone calls

· Dealing with incoming and outgoing mail 

· Dealing with incoming and outgoing deliveries

· Dealing with incoming email communication to the office

· The provision of effective and efficient administration and reprographics

Key Accountabilities:

Reception 

1. Ensure prompt, efficient and courteous attention to parents and other visitors to the Visitor Reception area on a day to day basis 

2. Be present at Visitor Reception at all times, other than during designated break periods, in order to welcome visitors
3. Ensure that visitors:

· Sign in using the agreed Academy system

· Are issued with a Visitor Badge

· Sign out using the agreed Academy system

· Return their Visitor Badge
4. Receive deliveries of mail and parcels etc. and to alert those responsible for their distribution or collection
5. Ensure that the Reception area is kept in a pristine condition at all times 
6. Ensure all telephone and personal enquiries are dealt with efficiently and effectively in a way which promotes a positive image of the Academy; route such calls to appropriate extensions or receive and pass on messages intended for members of staff or students
7. Report telephone or other faults to the Network Director
8. Receive and sort into categories for distribution all inward mail

9. Ensure that all mail is distributed throughout the Academy using established systems and channels

10. Log-in and store small signed-for parcels or letters and inform staff of items to be collected and signed-for

11. Sign courier sheets or machines for large parcels that are to be left in the parcel room
12. Ensure that Nottinghamshire Schools Portal and the Academy’s email address is opened daily and that correspondence is distributed accordingly

13. Arrange courier services as required

14. Ensure that all electronic message boards within Reception are turned on between 8.00 am and 4.30 pm
15. Be vigilant to ensure that all persons entering through the main front door report to Reception

16. Keep a general oversight of the area in front of the school both to ensure that vehicles are parked correctly and that general matters of security are in order 
17. Provide administrative and reprographics support to the Administration Office or Student Services office as required
General

1. Cover classes and/or undertake school duties as required

2. Provide support for the administration and taking of school photographs

3. Maintain a sound working knowledge of manual and ICT based administrative systems and procedures used in the Academy
4. Identify and pursue opportunities to improve the efficiency of internal procedures and working and arrangements and take maximum advantage of the potential offered by systems including SIMS

5. Identify opportunities for job enrichment as well as introducing systems and process improvements through simplification or integration to deliver improved efficiency and lower costs

6. The effective and efficient use of resources
7. Undertaking any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, as specified by the Headteacher or the Office Manager
SPECIAL FACTORS

a) It is vital to the ethos of the support team that the post holder is flexible in taking in taking on additional tasks, willing to offer help to and cover for other members of the team and treats co-operation and support for colleagues as a top priority
b) The post holder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the Academy
c) Expenses will be paid in accordance with the local Conditions of Service

d) This Job Description sets out the duties and responsibilities of the post at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post
Corporate responsibilities
· To participate and contribute to appropriate meetings and staff development
· To actively participate in activities in support of the aims of the Academy

· Other duties as specified by the Headteacher

Community
· Work closely with parents and other members of the community where appropriate

· Promote the Academy within the community

· Demonstrate a keen interest in the life of the Academy

As a member of staff at The Joseph Whitaker School you are expected to:
· Work in accordance with, and in support of, the Academy’s vision and values

· Contribute to the Academy’s ethos by setting a good example to colleagues and young people

· Participate and contribute to staff development and school routines and duties

· Take part in appraisal activities and reviews as required by the Academy policy and use the process to develop your personal and professional effectiveness
PERSON SPECIFICATION
Visitor Receptionist
	
	Essential
	Desirable

	QUALIFICATIONS 
	· Whilst no specific formal qualification are required, the post holder will need to demonstrate excellent literacy and numeracy skills
	· Higher grade GCSE passes in English and Mathematics

	SAFEGUARDING


	· Full understanding of safeguarding requirements and how staff promote the welfare of children

· Enhanced CRB and validated references

· Eligibility to work in the UK
	

	KNOWLEDGE

	·  Ability to understand and apply Academy policies related to the post
· General knowledge of office procedures
	

	PERSONAL QUALITIES, SKILLS AND EXPERIENCE 

	· Experience of working within a school setting
· Ability to work unsupervised and be able to work as a member of a team

· Ability to relate well to staff, governors and students
· Ability to communicate effectively, verbally and in writing, with members of the public, colleagues, students and visitors 

· Understanding of, and ability to provide, best practice in customer care

· Good organisational skills

· Excellent ICT skills
· Efficiency

· Self-motivated

· Proactive 

· Willingness to undertake personal development and training

· Flexible – able to meet deadlines against changing priorities 
· An understanding of, and commitment to, Equal Opportunities
· Hard working, conscientious and detail orientated
· Understanding of the importance of confidentiality and discretion
	· Experience of working in Reception and/or use of a switchboard 




