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	School/College:
	Manorfield C E Primary School

	Job Title:
	School Receptionist (30 hours per week -  8.30  a.m.– 3.00 p.m.)

	Grade:
	4

	Post Number:
	

	Responsible To:
	Office Manager 

	Responsible For:
	(Posts supervised).

	Key Relationships/

Liaison with:

	Parents, Governors, Pupils, staff, contractors and visitors.


	Job Purpose:


	To support the School by providing administrative support and an efficient and courteous Reception Service.


	MAIN DUTIES AND RESPONSIBILITIES:
· To be the first point of contact for visitors and callers to the school, providing a welcoming and efficient service; and to undertake basic clerical duties in a professional manner to support the smooth running of the general office
· To make and receive telephone calls transferring calls as necessary, in order to fulfil your duties being mindful of data protection and safeguarding requirements. Dealing with routine queries where possible or otherwise transfer calls or take and pass on messages.
· To undertake post duties, including collecting, opening, sorting and distributing incoming post and enveloping and despatching outgoing post.
· To prepare for the beginning of a new academic year the records used throughout the year. Including; Pupil Details file, Fire Registers/Fire Grab Bags, Authorised to Collect file, KS1 dinner registers and school meals documentation 
· To support administrator with the preparation of Class Files at the beginning of a new academic year.
· To produce a full complement of book labels as requested by class teachers/LSAs in advance of a new academic year. Produce a full complement of book labels for any mid-year start pupils.
· Ensure visitors who will be spending time on the school site sign in, provide suitable ID including child protection documentation where applicable, are issued with a visitor pass and are taken to /collected by the appropriate person.
· To monitor and maintain the school e-mail account on a daily basis responding to enquiries and information requests related to the school, filtering marketing information and/or forwarding emails to the relevant person.  Monitor and respond to all office Class Dojo messages, seeking advice and passing messages on as appropriate.
· Update and maintain class registers on Bromcom following completion by class teachers (twice daily). Follow up late/missing registers. Maintain a record of late pupils and leavers in school. Create daily attendance fire reports.
· Responsible for taking the messages off the answerphone each morning.  Daily recording of pupil absence and staff absence.  Communicating with parents via the school systems (Class Dojo) for absent pupils with unexplained reasons.  
· To collate daily numbers for school meals required each day and convey this information to the catering staff in a timely manner by 9.30 a.m.  This includes advance ordering of packed lunches for trips where children are eligible for a free school meal. Update Parentpay with meal numbers and manage pupil meal patterns. Reconcile weekly and monthly dinner numbers with the school kitchen and Parentpay to ensure they balance. Chase any dinner debts weekly (Friday) with Parents.
· To ensure weekly dinner band bags and dinner registers are updated for the following week.

· Assist Office Manager in ensuring the monthly staff print allocations are not exceeded on both photocopiers.
· Responsible for photocopier resources. Calling and liaising with engineers for the photocopiers if needed.
· Be responsible for sending ad hoc letters to parents, including news items.  
· Be responsible for creating the newsletter with support from the Office Manager/Administrator
· Undertake first aid training and be a names first aider within school. 

· Maintain, replenish and record stock levels for the first aid resources within the school. 
· To file documentation accurately within the school's existing filing systems including pupil file
· Calls to parents for first aid, illness or items needed in school for pupils
· Print off weekly staff register in Reception.
· Ensure the daily fruit and milk is collected by support staff and delivered to the pupils.  Checking the staff room fridges after lunchtime to verify this happens.
· To assist the Office Manager, Administrator and Senior Leadership Team with administration tasks as appropriate
· To be proactive and ask for help if you have any concerns or queries relating to your tasks


	
	

	
	

	
	

	
	

	
	


SPECIAL FACTORS:
Subject to the duration of the need, the special conditions given below apply:

(a)
The nature of the work may involve the postholder carrying out work outside of normal working hours.

(b)
The postholder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the service.

(c)
Expenses will be paid in accordance with the Local Conditions of Service.


(d)
This post is eligible for a DBS check under the Rehabilitation of Offenders Act 

1974 (Exceptions) Order 1975 (i.e. it involves certain activities in relation to children and/or adults) and is defined as regulated activity under Part 1 of the Safeguarding Vulnerable Groups Act 2006. Therefore, a DBS enhanced check for a regulated activity (includes a barred list check) is an essential requirement.

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

This logo can be deleted and replaced with the School/College Logo
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	School/College:
	Manorfield C E Primary School

	Job Title:
	School Receptionist

	Grade:
	4

	Post Number:
	


	
	Essential
	Desirable
	How assessed

	Qualifications

Good standard of general education and IT skills.
	(

	
	App/Doc


	Experience

Administrative experience.
Experience of handling cash.

Successful experience of working in a team.


	(
(
	(
	App/Ref

	Knowledge

Knowledge and experience of computers
IT software packages 


	(
(

	
	App/Ref

	Skills/Attributes

Keyboard skills/word processing.

Ability to respond flexibly to changing demands.

Ability to work on own initiative.

Willing to undertake further training as required.

A high level of interpersonal skills.

Ability to respond positively to ALL the users of the school. 
Highly dependable, totally trustworthy and able to meet deadlines.

Able to respond to changing needs of the service.

Able to achieve targets under pressure.
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	General Circumstances

Attendance - evidence of regular attendance at work

An understanding of, and commitment to, Equal Opportunities, and the ability to apply this to strategic work and day-to-day situations


	(
(
	
	App/Ref/

Med

App/Int



	Factors not already covered

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010

	(

	
	Med


App = Application Form

Test = Test

Int = Interview

Pre = Presentation

Med = Medical Questionnaire

Doc = Documentary Evidence (E.g., Certificates) 
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