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JOB DESCRIPTION

Job Title:

Receptionist 
Responsible to:
Head of MIS and Learner Administration
Hours of Work:
12.30pm – 5.00pm Monday to Friday
_______________________________________________
Main Function of the Post:

To provide a consistently professional reception service for the College including answering incoming telephone calls, welcoming and directing visitors, and acting as a central information point. To carry out a range of administration tasks to support the College.
Responsibilities:
Answer Incoming Telephone Calls

· Answer and address incoming telephone calls in a timely and polite manner whilst maintaining confidentiality 
· Clearly determine the purpose of the call
· Deal with queries and provide the correct information
· Forward calls to the appropriate person
· Take and deliver messages accurately and completely
Receive Visitors

· To give priority to visitors (unless taking an incoming telephone call) and greet them appropriately
· Determine visitor needs in a professional manner and direct visitor to the appropriate staff member
· Be proactive in acquiring knowledge of expected visitors from various sources e.g. Staff Diaries/Visitor Risk Assessment Logs/College Calendar/Marketing Event Calendar/Staff Briefings/Weekly Staff Communications etc.
· Ensure all visitors complete the relevant visitor record book and are issued with appropriate visitor ID
· Advise all visitors of the colleges Health and Safety and Safeguarding Procedures

· Offer refreshments to visitors where appropriate

· Ensure the reception desk is staffed at all times, organising back-up in conjunction with your Line Manager, during periods of absence e.g. refreshment break
Monitor Security

· Monitor people entering and leaving reception
· Be aware of and report suspicious activity

· Using the electronic access control system - issue temporary ID cards to staff, students and visitors in the absence of a member of the Student Liaison/Security Personnel
Reception Environment

· Ensure the reception area is presented in a professional manner at all times, is clean, tidy and free from items other than those essential to carry out the duties of the reception and security functions.
· Accept authorised deliveries on behalf of the college, notify the finance department immediately and ensure all deliveries are taken to the appropriate location immediately 

· Deter staff from using the reception area for discussions/purposes which are not conducive to a professional reception area
· To adhere to the ‘clear desk’ policy, maintaining a tidy and organised work station.

Manage Mail

· Prepare outgoing mail for pick-up or courier
· Organise courier deliveries
General
· Ensure knowledge of staff locations/movements in and out of the College

· Have a working knowledge of the College functions/departments and staff

· Have a working knowledge of College policies, procedures, systems and developments, as well as general information, in order to be able to provide College staff, students and visitors with information as required.
· To ensure the proper security of records, letters and other documents using the appropriate technology.
· To respond to administrative requirements arising from ad hoc circumstances
· Ensure knowledge of the role of the receptionist during emergency evacuation procedures and dealing with first aid instances
· Other duties that are consistent with the objectives of the post and may be required from time to time by the Line Manager and the Principal.

NB - The work of the College is characterised by peaks in demand for annual activities e.g. enrolment. The holder of this post (together with other support staff) is expected to assist in these activities from time to time whether or not they are part of their normal day to day duties.

Bolton Sixth Form College is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment
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Receptionist

	Core Competencies
· Customer Focus

· Positive and Friendly Persona

· Excellent Communicator

· Self-Motivation
	Essential

*

*

*

*
	Desirable


	Evidence

Interview

	Education and Qualifications
Intellectually robust with a good standard of education, at least 5 GCSE’s (including Maths and English) or equivalent.
Computer literate – good working knowledge of MS Office (Word, Excel and Outlook) to a competent level within an office environment.


	*

*
	
	Application / Certificates



	Skills, Abilities and Experience

Excellent verbal and written communication skills.  The ability to communicate effectively by telephone, email and in person with a wide range of people is essential.

Excellent listening skills to ensure the caller / visitor gets to the right person quickly.

Excellent customer care standards

Experience of greeting guests and visitors and making them feel welcome in a positive and friendly manner.

Experience of working on a switchboard, co-ordinating a high volume of calls during peak periods, prioritising work and situations.

Ability to demonstrate tact and diplomacy and keep calm in difficult situations.
Demonstrate flexibility, to respond to the demands of the role

	*

*

*

*

*

*

*
	
	Application /

Interview



	Other Essential Criteria

A high level of personal presentation as the first contact for the college.

A good team player but with the ability to take independent action where appropriate.

An interest in the post 16 educational and learning environment  

Demonstrate an open and cooperative attitude and approach to change and have the ability to use new technologies as required.

Ability to deal efficiently with competing demands in a pressured environment

Excellent timekeeping and attendance record

	*

*

*

*

*

*
	
	Application / Interview
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