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Job Description

Job Title:	Receptionist, Student & Visitor Services Officer 
				
Responsible to:			Headmaster’s PA / Office Manager				
Important Functional		Headmaster, Deputy Head Pastoral, Head of Lower School, 
Relationships:	Bursar, SLT, Marketing Officer, HR Officer, Office Administrators, First Aid, Premises, Catering, Parents, Visitors, Governors, Pupils and Staff

Main purpose of Role:	To manage telephone and email enquiries, ensure daily registers are completed and absences followed up, to provide administration support and an exemplary reception service. Primary first aider from 7.30am – 8.15am.

				
Responsibilities and Duties

Reception and Visitor Services

1. Act as the first point of contact for all visitors, students, parents and external stakeholders. 
2. Manage visitor sign-in and sign-out procedures, ensuring safeguarding protocols are followed.
3. Provide an exemplary reception / front of house service – greet visitors, ensure they sign in, check ID, provide information on health and safety and safeguarding
4. Handle incoming telephone calls, emails and enquiries, directing them appropriately.
5. Liaise with parents by phone, email, mail and in person, resolve queries as appropriate
6. Provide a warm, professional and helpful reception service at all times.

Student Services
1. Provide day-to-day support to students requiring assistance during the school day.
2. Manage student sign-in and sign-out processes in accordance with school procedures. 
3. Oversee pupils signing in mobile phones
4. Assist students with general enquiries and direct them to appropriate staff or services.
5. Record and monitor student attendance, late arrivals and early departures as required, seek approval for requests as appropriate, communicate outcomes with parents and update registers

Administrative Support
1. Ensure that staff complete the morning and afternoon registers, follow up absences and raise any concerns to the Deputy Head Pastoral or Head of Lower School as appropriate
2. Update “off games” register as appropriate
3. Oversee staff signing in and out  
4. Provide administration support to colleagues for the school’s Open Day 
5. Support the Head of Lower School with administration as required
6. In conjunction with the Heads PA, manage School Post, the school’s parent communication system, ensuring that weekly messages are scheduled and sent; sending additional messages as required
7. Update pupil data, ensuring contact details are up to date; file pupil records as required
8. Maintain staff lists, telephone lists etc
9. Provide first aid support as required; the morning receptionist is the primary first aider until the first aid team arrive on site at 8.15am
10. Provide reprographics support as required
11. Provide cover for Administration Officers as necessary
12. Undertake any other reasonable tasks as requested by the Head, Bursar or Headmaster’s PA /Office Manager

Training and Development

Attend INSET training courses or other training to update and extend skills as required by the school.

General requirements 

All school staff are expected to:

· Work towards and support the school vision and the current school objectives outlined in the School Development Plan.
· Support and contribute to the school’s responsibility for safeguarding our boys.
· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.
· Engage actively in the performance review process.
· Adhere to the school’s policies and the requirements laid out in the Staff Handbook. 
· Undertake other reasonable duties related to the job purpose required from time to time.

Skills Required

	Excellent interpersonal and communications skills including the ability to relate well to people on all levels with sensitivity, tact and diplomacy
	Essential

	First-class organisational and administrative skills, with the ability to remain calm under pressure and work to tight deadlines; systematic in approach to tasks, with attention to detail.
	Essential

	Evidence of a proactive approach to planning and prioritising work, with the ability to use initiative appropriately and to work with minimal supervision.
	Essential

	Be able to establish and maintain administrative systems and records and maintain detailed records
	Essential

	Excellent ICT skills e.g. confident and adept in the use of Microsoft applications e.g. Word, Excel, Outlook 
	Essential 

	Experience of school MIS – either iSAMS or SIMS would be helpful
	Desirable

	Experience of School Post and SOCS would be helpful
	Desirable

	Excellent command of written and spoken English
	Essential



Qualifications/Attainment

	Recognised qualification at NVQ2 level or above, or the equivalent gained through experience.
	Desirable



Experience

	Experience of working in a customer facing role	
	Essential

	Experience of working in an educational setting
	Desirable




Attitude/approach

	Honesty, a high degree of personal integrity, trustworthy and reliable.  Able to deal with sensitive and confidential information on a routine basis in a totally discreet manner 
	Essential

	A willingness to give generously of their time to support school events and activities
	Essential

	Professional, and approachable in relating to all members of the school community, suppliers etc.
	Essential

	An understanding of the importance of Safeguarding and Health and Safety and willingness to embrace the positive Safeguarding and Health and Safety ethos within the School
	Essential

	A genuine interest and enthusiasm for education and the improvement and development of young people. 
	Essential




Additional Information

There may be occasional requests for working late to cover absences within the administration team. Overtime is paid for additional hours worked or can be taken as time off in lieu.

The standard hours of work are 7.30am to 4.30pm with a paid lunch break of 30 minutes.

The role is available on a full time, term time plus two weeks. All staff members are expected to attend the Open Day and Prize Day.
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