Job Description

Title:



Receptionist 
Hours:



37 hours per week (term time only)

Salary:



Scale 2 Dependant on experience

Responsible to:

Operations Manager

Job Purpose

As one of our receptionists, you will be the first point of contact for Charlton School.  You will provide a friendly and professional service to all our visitors.  You will work as part of a team to support the school by providing a positive welcome to our guests and execute all other tasks to the highest quality standards. To form excellent working relationships will all staff.
1.1 Main Responsibilities - Reception

· To respond to all general enquiries from students, staff and visitors who arrive at reception
· To answer the telephone and prioritise your responses accordingly
· To accurately take messages, whilst prioritising their importance 
· Provide accurate information via phone, email or in person to recipients

· To receive & distribute post and direct school deliveries, when necessary
· When received in reception, pass on student kit/lunch etc in a timely manner
· To receive and record money from parents and pass on to Finance Department

· Manage meeting room bookings (MR1 & MR2)
· Provide lunch and break cover for the team

1.2 Medical Support
· Maintain the school defibrillator by ensuring batteries are ordered in a timely manner
· Undertake Administering Medication course
· Keep up to date records of students who use inhalers and Epipens, alerting students and parents when they need replacing
· Call home to alert parents to a child’s illness if required

· Inform parents when a student bangs their head

· Keep all medication records for students up to date including Bromcom
· Alert staff to any new information regarding medications in school

· Promote safe usage of paracetamol in school and follow the policies regarding non-prescription medications

· Train to be a First Aider

· Order medical stock when required

1.3 Other Tasks
· To support the input of Year 7 pre-admission information as required
· Update any in-year changes to student details if requested
· To manage school lost property and uniform donations
· To be available to support our after-school activities, such as parent and open evenings, by serving light refreshments.  (Any additional hours will be paid)
· To attend any statutory training

· To undertake any other duties as directed by the Operations Manager
1.4 Safeguarding (Following school policy and procedures)
· Signing in visitors to school correctly in line with our visitors’ policy

· Signing out students correctly
· Being aware of your surroundings
Person specification
	criteria
	qualities

	Qualifications 
and training
(E)
	· Educated to GCSE C or 4 above in English and Maths 
· To undertake Administering Medication in School course
· First Aid training

	Experience
(E)
	· Carrying out reception duties  

· Dealing with face-to-face and telephone interactions 

· Working with children or young people 

· Working and collaborating within a team  

	Skills and knowledge
(E)
	· Good oral and written communications skills

· Ability to respond quickly and effectively to issues that arise

· Ability to plan, organise and prioritise to meet deadlines

· Ability to use own initiative and take action accordingly 

· Excellent attention to detail 

· Ability to use IT packages including word processing, spreadsheets

· Ability to use relevant office equipment effectively 

· Ability to build effective working relationships with colleagues 

· Understanding of data protection and confidentiality 

· Understanding of safeguarding
· Be professional at all times

· Commitment to maintaining confidentiality at all times

	Personal qualities
(D)
	· Commitment to promoting the ethos and values of the school by presenting yourself in a professional, helpful & calm manner at all times
· Commitment to acting with integrity, honesty, loyalty and fairness

· Commitment to safeguarding and equality

· Understands the need for change
· Deals with difficult situations effectively
· Has a good sense of humour


Notes:

This job description may be amended at any time in consultation with the postholder. 

If you don’t have all the experience listed above but are interested in applying, we would still like to hear from you.
