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Spring Grove School





Receptionist
Job Description
The Governing Body expects that staff at Spring Grove School are flexible and multi-skilled and able to take on any portfolio or area of responsibility.  The challenges and demands in a school mean that specific responsibilities have to change from time to time, and this role is one in which adaptability and creativity are paramount. This list should not be seen as exhaustive. Reporting to the School Administrator, and ultimately to the Bursar, the Receptionist will be responsible for:
· Covering the reception area with general receptionist, administrative and office duties;
· Answering, forwarding and filtering the school phone in a professional manner, taking messages, and resolving queries where possible;
· Responding to emails in a timely fashion;
· Greeting visitors to Spring Grove School warmly, offering assistance and refreshments;
· Registering absent pupils on iSAMS, updating registers with late arrivals and checking registers are complete each day;
· Assisting with daily/weekly/monthly tasks, including preparation of birthday bags and awards for Friday assemblies; collating & uploading milk numbers and taking wraparound care bookings;
· Overseeing signing-in procedures, issuing and returning visitor/volunteer badges as well as providing visitors with appropriate directions and helping them move around the school;
· Opening and distributing incoming post, as well as dealing with outgoing post;
· Assisting with the organising and ordering of whole school stationery supplies, ensuring purchase orders are checked and agreed to invoices;
· Being the first point of call for sick children, contacting parents if required;
· Ensuring the accident procedure is followed, including completion of documentation, and reporting incidents to the Bursar; 
· Supporting management of the school’s medical supplies and pupil medical plans;
· Assisting with the ordering, distributing and invoicing of school and staff uniform;
· Sending communications via email and iSAMS, including letters to parents, Springgrovians (alumni) etc;  
· Assisting with school events including Sports Day and Prize Giving, Bonfire Night, Summer Ball, Independent Schools Evening and Parents Evenings;
· Office filing, as directed;
· Managing and organising lost property;
· Assisting the PTA with administering events, communicating with parents etc;
· Taking on special projects and ad hoc tasks as directed; and
· Providing assistance to the SLT when required.
All staff at Spring Grove School are required as part of their salaried employment to:
· Promote the best interests of the School through the excellence of their own work and courtesy shown to visiting members of the public, prospective and present parents, and other professionals;
· Work cooperatively with other colleagues and members of the SLT;
· Act professionally in all situations;
· Attend and contribute constructively to meetings, as required to do so;
· Arrive at school at a time to ensure they are prepared to organise or assist as needed;
· Attend school functions and concerts, as required to do so;
· Help review policies and participate in working parties, as required to do so;
· Take responsibility for the development of their own careers, through training and the acceptance of additional responsibilities;
· Be conversant with the School’s Safeguarding Policy and treat pupils with kindness and respect; and
· Be aware of the School’s Health & Safety Policy, to abide by it, and to make a positive personal contribution to its further development.
Additional information:
This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out.   In allocating time to the performance of duties and responsibilities, the post holder will be able to work within the school’s normal working day but it is expected that, in a busy independent preparatory school, certain duties may reasonably require extra attention out of school hours and in holiday time.  
This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once every year (as part of the appraisal process) and it may be subject to modification or amendment at any time after consultation with the holder of the post. The school undertakes to provide appropriate induction, mentoring and professional development for the Receptionist.
PERSON  SPECIFICATION:
Title: 
Receptionist
Spring Grove School is dedicated to safeguarding and promoting the welfare of its pupils.
	
	Essential
These are qualities without which the Applicant could not be appointed.
	Desirable
These are extra qualities which can be used to choose between applicants who meet all of the essential criteria.

	Qualifications/ Professional Development
	Minimum GCSE grade C (or equivalent) in English and Maths
	Secretarial qualifications


	Skills and Experience
	Excellent organisational skills and eye for detail
Fluent in written and spoken English
Strong IT skills in Microsoft Office (e.g. Word, Excel) and databases

	Secretarial experience
Experience of working in the education sector
Experience of working with Google Docs

	Knowledge
	
	Aware of legislative requirements, inspection regimes, Safer Recruitment and Safeguarding and general good practice as required

	Personal competencies and qualities
	Well presented, conscientious and reliable
Polite, calm and flexible
Adaptable and able to respond calmly to unforeseen circumstances
Able to remain calm under pressure and prioritise workload
Discreet and comfortable maintaining confidentiality
Ability to form and maintain appropriate relationships and personal boundaries with colleagues, pupils and parents
Excellent telephone manner
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