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Job Title: 	Receptionist/Administrator 
Location: 	Sevenoaks 
Hours:		Full time - 37 hours per week, Hours: 8.15am to 4.30pm
Contract: 	Permanent, Term Time only plus inset days (39 weeks per year)
Salary: 		Kent Scale B (FTE £26,822, actual salary £23,484.21 per annum)
Responsible to:	School Office Manager

Overall Responsibility:	
· To work within the School Office Team, based in Reception, providing an efficient and professional school reception service.  
· To be the first point of contact for all visitors, signing them in and out in accordance with school policy and safeguarding procedures.
· Provide strong administrative support to the wider School Office.
· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.

Specific Duties/Accountabilities:
1. Greet personal visitors to the school and respond to queries appropriately.
2. Answer telephone calls and pass on messages to staff either verbally or via email. 
3. Deal with general email enquiries and follow up if necessary.
4. Travel to Tunbridge Wells to cover reception when necessary.
5. Support Attendance Officer in monitoring and chasing pupil attendance.  Cover the role in their absence.
6. Produce certificates using mail merges.
7. File student documents electronically using MStore.
8. Undertake any training in the school communication and IT systems including Bromcom and Sign- In software.
9. Assist in internal event co-ordination at Sevenoaks to ensure smooth running of internal events, liaising with SLT, site team and stakeholders. 
10. Undertake ad-hoc projects and duties as required by the Office Manager.

Health and Safety:
1. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
2. Co-operate with the employer on all issues to do with Health, Safety and Welfare.
3. Support the School’s implementation of all current statutory requirements, e.g. Disability Discrimination act, Access to Work, Equal Opportunities, Child Protection.

Skills:
1. Excellent written and verbal communication skills are required.
2. Be a confident user of Outlook, Excel and Word.  Bromcom experience is highly desirable although training can be provided. Typing Speed 30wpm.

Continuing Professional Development:
1. In conjunction with the Office Manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the School.
2. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.
3. Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice.



Person Specification 


	
	Essential
	Desirable 

	Skills & knowledge

	· Proven solid experience of administration. 
· Highly effective written and verbal communication skills – ability to compose letters accurately.
· Ability to work on own initiative and make decisions as well as a member of a collaborative team.
· Good organisation skills, ability to multi-task, prioritise effectively and work to tight deadlines
· Discretion, sensitivity and diplomacy.
· Excellent interpersonal, oral and written communication skills
· Proficiency in using Microsoft Office applications (e.g. Outlook, Word, Excel, PowerPoint).


	· Previous experience working in a school environment within administration, or in a working environment as a Personal Assistant.
· Ability to relate to all personnel and children within the school environment.
· Knowledge and experience of whole school procedures, organisation and structure.
· Bromcom
·  First Aid Knowledge

	Qualifications 
	· Educated to A level equivalent; C or above at GCSE English and Maths. 
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