BURY METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION
	Post Title: RECEPTIONIST

	Department: DEPARTMENT FOR CHILDREN, YOUNG PEOPLE & CULTURE
	Establishment/Post No:

	Division/Section: N/A
	Post Grade: 5

	Location: ELMS BANK 
	Post Hours: 37 hours per week (8.30am 4.30pm Mon – Thurs and 8.30am – 4.00pm Friday), term time only plus 5 days in accordance with the needs of the school. 

	Special Conditions of Service: 
Annual leave to be taken in school closure periods.  
Attendance at evening meetings may be required. 

	Purpose and Objectives of the Post: 
Under the direction of the Assistant School Business Manager, to act as the main school receptionist, ensuring the efficient and effective management of the school’s telephone switchboard, undertaking general reception duties and providing efficient, responsive and high quality administrative services to the school.  

	Accountable to: Headteacher, Business Manager 

	Immediately Responsible to: Assistant School Business Manager

	Immediately Responsible for: N/A

	Relationships: (Internal and External)

Governors, Headteacher, teachers, support staff, parents, pupils, LEA Officers and other outside agencies. 

	Control of Resources:

Office equipment – photocopier, computer, fax, scanner, materials and general office supplies. 

	Duties/Responsibilities:

· To provide a reception service that promotes a positive and professional image of Elms Bank.

· To control the access of visitors to the school using the school Inventory Entry System. 
· To gather information and input visitor information into the Inventory Entry System, prior to their arrival to aid a speedier sign in.

· To welcome visitors to the school and ensure they are signed in and allocated appropriate visitor clearance in accordance with the school’s safeguarding procedures. 

· To ensure visitors to school have parked with consideration of neighbors and the school disabled bays.  

· To ensure all visitors are accounted for during a fire evacuation. 

· To photocopy and verify visitors and supply staff photo ID. 

· To respond to telephone, email and face to face enquiries from parents, staff, pupils and the public in a courteous and professional manner. 

· To take messages and relay them quickly and accurately. 

· To be responsible for maintaining the professional appearance of the main reception area ensuring up to date marketing materials are available e.g. newsletter. 

· To manage, in a timely manner, the general school email account, forwarding onto the relevant people or responding as appropriate. 

· To accept all deliveries and arrange distribution to the relevant department in conjunction with the facilities team. 

· To deal with all incoming mail and ensure that it is distributed to staff appropriately.

· To organise all external mail and parcels including recorded deliveries and input the details onto the Royal Mail website for billing.  
· To maintain manual and computerised records/returns/management information systems.  

· To order staff ID badges and distribute. 

· To distribute uniform orders. 

· To assist the Finance Officer to collect and accurately record all dinner money and money for school trips, charity events etc. and balance to appropriate pupil accounts. 

· To produce ParentPay letters and barcodes for parents. 

· To produce letters to parents. 

· To send text messages to parents and staff. 

· To provide general clerical support including photocopying, faxing, filing, scanning, emailing and responding to routine enquiries.    
· To be responsible for maintaining an up to date internal telephone directory. 
Responsibilities

· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise. 

· To be committed to the principles of on-going professional development and to undertake appropriate training as required. 

· To undertake any other duties and responsibilities commensurate with the salary. 
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PERSON SPECIFICATION
RECEPTIONIST

MINIMUM ESSENTIAL REQUIREMENTS
Qualifications/Experience

· Possess GCSE A* - C in English and Maths.

· Possess ECDL or equivalent in ICT. 

· Previous experience of working in a receptionist role.

· Previous experience of working in a busy administrative environment. 
Knowledge/Skills

· Ability to deliver a high standard of customer service. 

· Ability to deal with situations under pressure in a tactful, calm and confident manner.

· Effective written and verbal communication skills to liaise with a wide range of people at all levels.
· Excellent time management skills with the ability to plan and prioritise own workload to meet deadlines. 
· Excellent personal and office organisational skills and ability to maintain effective administrative systems.

· Ability to act on own initiative and be proactive when solving problems.
· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems.
· Have the ability to relate well to children and adults.
· Be able to work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
· Have the ability to identify your own training and development needs and co-operate with the means to address these needs.
Personal Style and Behaviour

· Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.

· Self-motivation and personal drive to complete tasks to the required timescales and quality standards.

· The flexibility to adapt to changing workloads demands and new school challenges.
· Personal commitment to ensure that services are equally accessible and appropriate to meet the diverse needs of the service users.
· Personal commitment to continuous self-development.
· Personal commitment to the school’s professional standards, including dress code. 
· Ability to work occasional evenings to provide reception cover for school events.

To be responsible for and committed to safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm.
