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	Job Title
	ADMINISTRATOR / receptionist

	Status
	Permanent 

	Pay Range
	Grade C scp 4 - 6 actual salary (£7,110 - £7397)

	Hours of Work
	16 hours a week, 7.30am – 4pm (NEGOTIABLE) THU – fri, TERM TIME + 5 DAYS 

	Primary Purpose of the Job 
	To assist the Office Manager to support the school in fulfilling its teaching and learning purpose both effectively and efficiently

	Principal Responsibilities
	Provision of office and administrative support services in school
Support and maintain the use of information technology systems and software
Deliver an efficient reception service for the school
Confident in delivering excellent customer service

	Responsible to
	OFFICE MANAGER

	Responsible for
	The provision of an effective and efficient administration and reception support service in the school

	MAIN DUTIES

· To provide administrative and clerical support to the school and teachers as required, including  reception duties, assisting the attendance team, office support, reprographics and first aid
· To receive and assist students, parents/carers and visitors offering outstanding customer service

· To work effectively with other team members to help support and improve the work of the team

· Occasionally assist the attendance team, record student late arrivals, absence or signing out
· To communicate to staff, parents/carers, visitors and contractors information using the appropriate media
· To be able to input data and produce reports as required using the appropriate systems 
· To design, create and produce a range of documents from various sources to specified deadlines, transcribing and producing documents as required 
· Act as the first point of contact in response to telephone and face to face enquiries

· Ensure the arrival and departure of all visitors is logged

· Follow fire evacuation procedures and be a fire marshal
· Effective transmission of messages to the appropriate personal

· Open, sort and distribute incoming mail and deliveries 

· Offer an efficient service and hand deliver messages to staff around the school building 
· Assist with arrangements for visits, i.e. school nurses and school photographer
· To provide a high quality reprographics service in an effective and efficient way, taking into account departmental budgets
· To contribute to the planning and resourcing of meetings and events
· Contribute to ordering office supplies and distributing ordered goods when delivered
· Ability to deal confidently with customers/students/parents/carers/colleagues/Governors and other external agency personnel
· Show confidence, tact, diplomacy and integrity whilst building and maintaining professional relationships with staff and students
· To receive, record, manage and monitor lost and confiscated property items
· To deliver and co-ordinate a reliable school reception service and develop customer relationships  
· Be First Aid trained (or work towards it) and be the primary contact for First Aid as required

· Have knowledge of using SIMS (desirable but not essential)
· To support and maintain the use of information technology systems and software

· Oversee the tidiness and general appearance of the immediate working environment and reception areas and meeting rooms 
· Ordering stationary when required

· Have a high level of attention to detail

· Be customer service driven and provide this service function to students, parents/carers and other visitors to the school 
· Answer all incoming calls and distribute accordingly, relay clear precise professional messages to staff
· Maintain a level of service and professionalism as expected by the Trust
· Follow DBS procedures and have extensive knowledge of what vetting guidelines the school follows and implement them to visitors on arrival

	This job description may be amended at any time following discussions between the Principal and the post holder and will be reviewed annually as part of the school self-review programme. The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.

	Date Job Description prepared/updated
	November 2019

	Job Description prepared by
	Mr J Adamopoulos
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PERSON SPECIFICATION

	Department
	Little Lever School 

	Job Title
	aDMINISTRATOR / RECEPTIONIST


STAGE ONE: Disabled Candidates are guaranteed an interview if they meet the essential criteria

	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Knowledge

	1.1
	To be able to provide support to users of administrative services and contribute to the review of this support

	Application Form/Interview

	1.2
	To be able to develop and maintain effective working relationships and respond appropriately to the needs of colleagues and customers

	Application Form/Interview

	1.3
	To be able to work as part of a team with excellent interpersonal and communication skills
	Application Form/Interview

	1.4
	To have the ability to plan, organise and prioritise workloads

	Application Form/Interview

	1.5
	To have the ability to work under pressure and to meet deadlines

	Application Form

	1.6
	To have the ability to input, search, store, retrieve and supply information from a variety of sources

	Application Form

	1.7
	To produce documents from various sources using a range of software

	Application Form/Interview

	1.8
	To demonstrate an ability to arrange and where necessary, attend meetings to take competent minutes 

	Application Form/Interview

	1.9
	To be able to order, maintain and distribute specified goods and services

	Application Form

	1.10
	To be able to receive, sort and co-ordinate the distribution of post within service area

	Application Form/Interview

	1.11
	To demonstrate the ability to handle cash and be able to record and monitor payments in line with financial procedures

	Application Form/Interview

	
	Customer Care - Listen and respond to customer need, seek out innovative ways of consulting service users and engaging partners.  Network with others to develop services for the benefit of the service users

	Application Form/Interview

	
	
	Application Form/Interview

	
	Valuing Diversity - Listen, support and monitor the diverse contributions made to service development without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and help to develop their potential.  Understand how Valuing Diversity can improve our ability to deliver better services and reduce disadvantage

	

	
	
	

	
	Developing Self and Others - Ability to question, and request right training and development that links to the post, to seek opportunities that add to skills and knowledge, to respond positively to opportunities that arise. And to support others’ learning and share learning with others

	Application Form/Interview

	2.
Experience/Qualifications/Training etc.

	2.1
	Holder of a nationally recognised qualification at Level 2 or above in English/literacy and mathematics/numeracy (GCSE grade C or above)

	Application Form/Interview Certificate

	2.2
	Experience of using a range of computer software packages to produce accurate, well-presented documents

	Application Form/Interview

	2.3
	An understanding of the school procedures and safeguarding considerations

	Application Form/Interview


	3.
Work Related Circumstances

	3.1
	The nature and demands of the post holder’s time are not always predictable and there will be an expectation that work may be required outside normal hours from time to time

	Interview

	3.2
	Confident, smart professional appearance

	Interview

	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements

	ADDITIONAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Knowledge

	1.1
	Evidence of continuous development


	Application Form


	1.2
	Evidence of maintaining information systems

	Application Form

	1.3
	Experience of working in a Reception environment

	Application Form


	2.
Experience/Qualifications/Training etc

	2.1
	NVQ Administration Level 2/3 or equivalent or word processing/typing qualification to level 2/3

	Application Form
Certificate


	Note to Applicants: Please try to show in your application form, how best you meet these requirements

	Date Person Specification prepared/updated
	November 2019

	Person Specification prepared by
	Mr J Adamopoulos


