Receptionist Job Description July 2019
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Job Title:

Receptionist
Reports To:

Office Manager
Location:

School office

Hours:
37 hours per week Term time plus 1 week (40 weeks per year) – 08.30 to 16.30 Monday to Thursday, 08.30 to 16:00 on Friday 
Salary:

Kent Range 3
Working Environment: Meadowfield is a special school which caters for over 300 pupils from 3 to 19 with profound, severe and complex learning needs.  The school is divided into Lower School, Secondary and 6th Form.  You need to be able to work comfortably and confidently in this special environment.  The school also supports Honey Bees Observation & Assessment Unit (pre-school children) and the Meadowfield Inclusion Development & Support Centre (MIDAS) which is used to deliver the school’s inclusion and outreach training in conjunction with the Swale Specialist Teaching & Learning Service.
Job Description 
· To provide reception cover as follows: 

· To ensure that all safeguarding procedures are adhered to regarding visitors and MIDAS users.

· To greet visitors and ensure they sign in the Visitors book and are given a visitor badge.  Looking after the visitor book and ensuring adequate supplies of visitor badges at all times.  To notify the relevant person that their visitor has arrived.

· To answer all incoming calls, both internal and external, redirecting/taking messages as necessary, and acting on instructions received.  To relay messages to staff and pupils.  To ensure the correct message form and/or email are completed and forwarded appropriately.
· To ensure that the reception area is tidy and welcoming at all times.
· To ensure the trifold leaflet stand is regularly replenished.
· To deal with general day-to-day queries from staff, pupils and parents.

· To open and distribute the post and to frank out-going post.

· To receive and sign for deliveries and inform the appropriate person.
· Book rooms for meetings and log on the school calendar.

· Send parent texts as requested by the Office Manager.
· To assist with daily pupil transportation arrangements.

· To provide administration support to members of the Senior Management Team.
· General administrative and secretarial tasks.

· To provide cover for other school office staff during absence.

· Use of Word and Excel as directed to produce school documentation.

· To receive others monies from parents/carers and to issue receipts and complete Money Forms.
· To issue to parents/carers annual permission slips and to ensure that they are all returned to the school.

· To ensure adequate stocks of school forms are available at all times.

· To ensure that pupil permission documents are kept up-to-date.

· To assist in the preparation of pupils’ Annual Reports.

· To undertake photocopying, filing and general office duties.

· To answer queries by e-mail.
· To undertake other appropriate duties as requested by the Office Manager.
· To undertake training as required.
· To undertake any other duties commensurate with the grade of the post as requested by the Office Manager or Leadership Group.

· To comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
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