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Receptionist
Person Specification & Assessment Criteria – November 2018
	A. Qualifications
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA 
	HOW ASSESSED

	
	· Good general education appropriate to the post, including English and Mathematics
	
	AF

	B. Experience
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA 
	HOW ASSESSED

	(Relevant work and other experience)
	· Previous reception  experience  
	Experience of working with young people with challenging behaviour.
	AF/I

	
	· The ability to manage a varied workload in an organised manner
	
	AF/I

	C. Skills & Abilities
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA 
	HOW ASSESSED

	 (Eg Written communication skills, dealing with the public)
	· Good skills in MS Office -MS Excel, Word, Outlook
	
	AF/I

	
	· Excellent written and oral communication skills
	
	AF/I

	
	· Ability to analyse, prioritise and meet deadlines
	· 
	AF/I

	
	· Ability to follow tasks through to completion
	· 
	AF/I

	D. Other
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA 
	HOW ASSESSED

	
	· Ability to work as a member of a team.
	
	AF/I

	
	· Ability to work under pressure.
	
	AF/I

	
	· Commitment to equal opportunities and inclusion.
	
	AF

	
	· Good record of attendance and punctuality.  Commitment to safeguarding of young people.
	
	R


Job Description

Post Title:

Receptionist
	Purpose
	· To carry out reception and clerical duties connected with the parents, staff and pupils, in order to help maintain the efficient running of the school.


	Reporting to
	· PA to Principal/HR Officer

	Salary/Grade
	· Grade 2

	Disclosure level
	· Enhanced.  An enhanced DBS check is a requirement for this post with other checks required for safeguarding children.

	MAIN (CORE) DUTIES

	General Duties: 

	· Welcoming visitors to the school and to register visitors to school, following Child Protection procedures. 
· To monitor entry systems for the main door and reception area
· Operating the school switchboard; transferring callers to relevant staff and taking and passing on of messages when required. 
· Mail merging letters to parents and sending out
· Ringing parents when requested
· Filing of paperwork for student files
· Receiving parcels and deliveries; franking outgoing post and arranging special deliveries when necessary. To open and distribute incoming mail.
· To ensure that the reception area and staff room remains tidy and that literature and forms are updated and replenished as necessary
· Stationery Ordering and keeping Stationery cupboard up-to-date and tidy.
· Keeping the online calendar for meeting rooms and updating the noticeboard each week
· Using Microsoft packages, particularly Word and Excel, to help support the school’s administrative team. 
· Assisting with all administrative duties such as photocopying, laminating, etc 
· To be flexible and highly organised. 
· To deal with difficult situations whilst remaining patient, polite and calm and confident manner when under pressure. 
                            

	
	Key tasks: (within principal responsibility areas – emphasis may change from year to year)



	Additional Duties/Tasks
	· To play a full part in the life of the academy community, to support its distinctive mission and ethos and to encourage staff and students to follow this example;
JOB DESCRIPTION: All of the above will be negotiated on appointment in relation to school priorities and needs.



	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
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