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JOB DESCRIPTION

	JOB TITLE:
	Receptionist

	GRADE/HOURS
	The post is term time only, working 37 hours per week: £18,672 on H4 point 17 plus Fringe of £857, actual salary £16,217.36.  The hours of working will be 8:00am - 4:00pm, 5 days a week.  The Trust would consider applications from colleagues who might wish to reduce the hours and work part time, or be part of a job share.

	PURPOSE OF YOUR JOB:
	The effective and efficient organisation of all aspects of the school office


	REPORTING TO:
	Senior Administrator


	STAFF REPORTING TO
JOB HOLDER:
	[bookmark: _GoBack]None

	CONTACTS WITHIN SCHOOL:
	All staff and students


	CONTACTS OUTSIDE SCHOOL:
	External stakeholders as appropriate


	MAIN TASKS AND RESPONSIBILITIES:
	· Provide an efficient and effective service for the School Office including working with both students and parents.  This includes running the main school Reception, with all associated responsibilities
· Coordination of Parentmail/Parent Text notices as required, including administration of the school’s detention system
· Coordinate and maintain the school’s ParentPay system
· Provide copies of printed materials in suitable formats to agreed deadlines for staff
· Provide reprographics support as requested by the Senior Administrator 
· Help maintain and create displays across the school
· General admin as required
· Form part of the first aid team. Full training will be provided. Other duties at the discretion of the Principal

	KNOWLEDGE, EXPERIENCE AND TRAINING
	· Microsoft Office Applications (Word, Excel and PowerPoint)
· A knowledge of using SIMS would be desirable
· Organisation and management skills
· Calm under pressure with strong interpersonal skills
· Experience in dealing with young people in a busy environment
· Proactive in the change process
· Confidentiality
· Flexibility
· Evidence through DBS check and recruitment process of suitability for working with children
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