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Job Description Receptionist Level 2
Overall Purpose of Role

To support the Admin Team in maintaining the day to day running of the school, with particular responsibilities for the Fox Cub reception area.
Context

To provide support to pupils and their parents/guardians, school staff, leadership team, governors in providing quality education and services to the community.
Clerical Support

· Your duties will assist the Admin Team at Fox Wood in supporting the Headteacher and Office Manager to facilitate the best use of their time and ensure consistency of approach and implementation

· Provide support for SEN provision including the administration of SEN procedures throughout the school

Public Relations

· Adopting a public relations role with teaching and non-teaching staff, parents, pupils, Governors, the community, external agencies and the LA on behalf of the headteacher to foster and maintain good relationships for the benefit of the school

· First point of contact with visitors to school, including parents / carers and guardians

Principal Duties

· Welcome visitors to the school, ensuring signing in procedures are followed, receiving and prioritising incoming phone calls, dealing with them appropriately including accurately recording messages as require

· Organise the diary and other school appointments/visits as required to ensure effective use of school time.

· Ensure Kitchen staff at St Stephens School have an accurate number of children requiring school meals on a daily basis.  Liaise with other Finance Admin where needed.
· Administration duties in respect of staff/pupil attendance 
· Office / school resource stock control

· Providing a photocopying and scanning service when required.
· Preparing meeting rooms when required and providing refreshments.

· Collating monies sent into school when necessary and liaising with Finance Admin.
Communication Skills

Ability to:
· Communicate effectively with other members of the Office Team, consistently following systems and procedures.
· Form positive relationships with all school related personnel through a calm supportive approach

· Make accurate judgements of situations and refer to other staff where appropriate / if necessary

· Recognise and respect confidentiality of information

· Share expertise in office procedures

· Provide accurate, up to date and relevant information to all staff, including diary commitments information

Extent of Advisory Responsibility

· Liaison with the Headteacher and Leadership Team

· Support and advise other staff throughout school

· Support other office members when necessary
· Support and advise pupils / parents/ carers / guardians

Freedom to Act

· Responsible to Office Manager, Headteacher and Governors

Adaptability

· Work effectively and efficiently under pressure and to strict deadlines

· Need to be flexible and able to adapt to deal with unexpected events / incidents within the school day

General

· Comply with policies and procedures relating to Safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos / work aims of the School

· Establish constructive relationships and communicate with other agencies / professionals

· Participate in training and other learning activities and performance development as required
Special Circumstances

· Fox Wood is a special school for pupils aged 4 – 19 over 2 sites, Fox Cubs and Fox Wood School/College with a wide range of severe, profound and complex learning difficulties, this along with other factors generate a high level of admin / general school support

· School has a large staffing structure, all requiring clerical support
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