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                  Job Description & Personal Specification



Post:             
Receptionist/Administrator 
32.5 hours per week  
Name:             

Date:    
             
Reports to:

School Administration Officer

Accountable to:    
School Business Manager
Overall purpose of Job:      

· To be the first point of contact for Heath Farm School reception, providing a comprehensive and flexible reception and administrative service for staff and visitors.

Principle Duties:

· Answering calls and ensuring information received via mail, telephone or email is effectively processed or forwarded, ensuring high quality communication at all times.  
· Answering queries and providing accurate messages to ensure that all customers are dealt with promptly and appropriately, with diplomacy and discretion.

· Greeting visitors, checking validity of visit, issuing visitors passes where necessary and maintaining accurate record of visitors.

· Managing meeting room bookings, ensuring rooms are set up appropriately for each meeting and providing refreshments as required. 
· Opening and distributing post & signing for and receiving deliveries
· Dealing with outgoing post – ensuring the franking machine has adequate funds.
· Providing administration/clerical support for Heath Farm School, working alongside the rest of the School Administration Team.
· Assisting with the booking and administrating therapy timetable and appointments.
· Update, modify and retrieve data on both manual and computerised systems, as required, working within the appropriate deadlines and highlighting discrepancies, in order to provide accurate and useable statistics for management.
· Ensure appropriate message/telephone options are correct for customers contacting Heath Farm school and update/distribute staff internal phone lists as and when required.
Other duties
· All staff are required to manage effective personal development as part of the Company’s commitment to invest in staff as the key resource in the organisation.

· Each individual must ensure that they meet their statutory responsibilities with regard to Health & Safety, Equal Opportunities and other relevant legislation, and should conform to professional and ethical requirements.

· Any other appropriate duties as allocated by the School Administration Officer or School Business Manager.
The above statements are intended to describe the general nature and level of work being performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.
Review:

This job description forms part of the contract of employment and may be amended at any time.
Personal Specification
	
	Essential
	Desirable

	Education & Qualification
	
	

	Minimum of 3 GCSE qualification or equivalent
	(
	

	NVQ 2 Customer care/reception duties or equivalent
	
	(

	Experience, knowledge & understanding
	
	

	Ability to compose clear, accurate reports 
	(
	 

	A good working knowledge of effective administrative systems and processes 
	(
	

	Experience of reception work
	(
	

	Experience of working in a educational or social care organisation
	
	(

	Technical & Professional Skills
	
	

	Excellent interpersonal skills with a confident telephone manner
	(
	

	Able to prioritise own workload and to work to deadlines
	(
	

	Computer literate with good keyboard skills
	(
	

	Open and attentive listening skills
	(
	

	Experience in working with Management Information Systems (MIS)
	(
	

	Personal Qualities
	
	

	Able to demonstrate effective communication
	(
	

	Able to work using own initiative and manage own time
	(
	

	Able to work with and be sensitive to needs of children and their families
	(
	

	Be customer focused
	(
	

	Confident telephone manner and ability to write down accurate messages
	(
	

	Ability to work with highly confidential information
	(
	

	Pays close attention to detail of data management
	(
	

	Speak and act professionally at all times
	(
	

	Miscellaneous

	
	

	A strong commitment to Equal Opportunities in all work process
	(
	

	A strong commitment to the safeguarding of the vulnerable young people in our care.
	(
	

	A strong commitment to health and safety.
	(
	

	Must possess a full driving licence
	(
	


Signed: 
[Post holder]

………………………….………
Date……………….

[Line Manager]
 ………………………………...
Date………….……
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