[image: ]



Job Description: 		Administrator/Receptionist

Reports to:			Office Manager

Location:			Brookthorpe Hall School 
				
	
Main Purpose of the Job:

To provide a professional, effective, and responsive administration service to the college community including reception and college access systems.

Responsibilities:
· 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 individuals are dealt with promptly and appropriately, with diplomacy and discretion.
· Producing relevant school documents and typing correspondence.
· Providing administration support for Brookthorpe Hall School
· Manage school calendar
· Assisting with compiling information packs for professional meetings.
· Minute taking as required.
· 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 management information.
· Ensure appropriate message/telephone options are correct for school 
· Update/distribute staff internal phone lists as and when required.
· Manage own effective personal development as part of the Company’s commitment to invest in staff as the key resource in the organisation.
· Liaise with administration colleague at Brookthorpe Hall School  
· Ensure you meet statutory responsibilities with regard to Health & Safety, Equal Opportunities and other relevant legislation, and conform to professional and ethical requirements. 
· Pastoral Admin Support: ISAMS, registering students (am/pm) & bringing students on/off roll
· Safeguarding: signing in process for visitors
· Events and Visits Coordination

Other Job-related Duties:
· To undertake other duties consistent with the scope of the post and within the competence of the post holder as required and directed by the Executive Headteacher
· All employees are obliged to adhere to the company code of professional conduct, which is produced in the Employee Handbook.

Safeguarding:
The post holder will:
· Be aware, following training, of the current legal requirements, national policies and guidance on the safeguarding and promotion of the well-being of students users. 
· Know how to identify potential abuse or neglect and follow safeguarding procedures. 


Equal Opportunities:
At all times and on all occasions to promote and comply with the college’s commitment to Equal Opportunities. 


Health and Safety:	
Have a primary duty of care to self and ensure that appropriate health and safety practices are performed effectively to self and others.


Other Duties and Responsibilities:	
This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the college as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  







Person Specification

Essential:

GCSE, or equivalent, in English and Maths

Ability to compose clear, accurate reports

Experience of reception work, preferably within an educational environment

A good working knowledge of effective administrative systems and processes 

Excellent interpersonal skills and confident telephone manner

Customer focused

Experience of working with highly confidential information

Ability to work independently and as part of a team

Good organisational skills

Excellent communication skills

Computer literate 

Willingness to undertake group induction training and a strong commitment to CPD

Commitment to the values of the organisation
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