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Post:


Albury Receptionist (Afternoons)

Grade:


Scale Points 3 to 5
Hours:


20 hours per week 

                                     Monday to Friday: 12.30pm to 4.30pm



Term Time only (39 weeks per year) 
Line Manager:

PA to Headteacher 

Key Task:
To provide a friendly and efficient reception service to assist in the smooth and effective operation of the school.

Main Responsibilities:

· Greet all visitors, staff and issue visitors with ID badges.  Ensure that visitors are looked after and linked up promptly with the appropriate member of staff

· Deal with all enquiries for information from staff

· Operate the school switchboard, ensuring messages are passed on as soon as possible and callers are directed appropriately

· Record and frank the outgoing post and ensure it is ready for collection by 3.15pm

· To receive incoming parcels and to deal with appropriately

· Check email before leaving at the end of the day
· Undertake general typing and admin tasks as directed by the Senior Admin Officer
· To undertake weekly filing for Heads of Years 7-11

· Provide first aid cover for the First Aid Officer when required and undergo regular first aid training

· Ensure that adequate supplies of franking machine and visitors registration equipment are ordered and maintained

· To archive school leaver files and retrieve for future employers when required

· To undertake such other duties as may be required, commensurate with grade and purpose of job

Person Specification:

Essential

· able to communicate well with adults, young people and manage challenging calls and visitors
· able to maintain confidentiality and exercise diplomacy

· able to follow instructions, policies and procedures

· smart appearance and a pleasant manner

· able to prioritise and manage own workload

· knowledge and use of Microsoft office and Google Drive.
· ability to cover for morning receptionist if required

Desirable

· experience in reception/office admin work
· able to work independently and as part of a team

· educated to GCSE level or equivalent
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