NEWLANDS GIRLS’ SCHOOL: JOB ACCOUNTABILITIES
	Name:


	Job Title:  
Reception Manager Scale 3

	Salary Scale:

	Job number:

ED08 (same as Administration Officer Sc 3)

	Hours per Week :

37 hours term time plus INSET days + 1 week 
	Actual Annual Salary:
£??

	
	

	JOB PURPOSE

	The main responsibilities of the post are to provide an efficient and effective Reception. This environment can often be very noisy and it can be necessary to juggle conflicting priorities.   
Overseeing the Lunch time Controllers. 

Administrative support for Offsite Activities


	SCOPE OF JOB (Budgetary/resource control, impact)

	Has contact with school visitors, teachers, parents, pupils, Governors, support staff in the Education Directorate etc. 
The Reception is often the focus of support activities in the school. All enquiries, visitors, pupils and staff will interact with those in the office. Staff have to perform their duties despite the constant interruptions especially from pupils, staff, visitors. 
Often the first point of contact with distressed/demanding/aggressive/angry parents on the ‘phone or in person. The way they respond can impact significantly on how the parent continues to behave towards the teacher/Head Teacher to whom they are referred.

Will have access to confidential information, which must be dealt with discretely.




	POSITION WITHIN UNIT STRUCTURE

	Line managed by the Headteacher’s Executive Assistant
Manages 2 part time Receptionists. 

Daily supervision of the Lunch Time Controllers, reporting to the Senior School Administrator.
Reporting to the Education Visit Co-ordinator.  


	

	KNOWLEDGE, SKILLS & EXPERIENCE

	Administrative qualification e.g. NVQ level 3 or equivalent by experience. 

Able to use technology and office equipment such as photocopiers, faxes etc. to improve the efficiency of the school office.

Able to relate to pupils, teachers and parents in a calm and sympathetic manner.

ICT literate and able to operate software at an intermediate/advanced level.

Sound communication skills.

Able to relate to pupils and parents in a calm and sympathetic manner.

First Aid skills are an advantage although full training can be provided. 
Driving Licence for Minibus.


	JOB ACCOUNTABILITIES

	Reception 

· Provide a telephonist/receptionist service taking messages or referring callers/visitors to the correct person.
· Line manage the 2 part time Receptionists including their Performance Management.
· Responsible for the switchboard reporting all faults etc when required. 

· Greet visitors to the school, deal with the daily contact of parents, and check and sign for deliveries.

· Process the schools incoming and outgoing post ensuring that post is distributed/dispatched in good time.  Responsible for recording and franking all outgoing post.  
· Maintain the office filing systems ensuring that filing is done daily and accurately and that records are kept up to date.

· Responsible for ensuring the medical room is fit for purpose and supplies are fully stocked, Inc First Aid boxes.  Undertake first aid duties and treat minor injuries when necessary. Maintaining a list of pupils with special medical needs. 
· Liaison with the school nurse and administering the necessary paperwork for medicals and inoculations.  

· Undertake a range of administrative activities on a project basis in support of teachers and pupil activities e.g., assist the Exams Officer with collating various paperwork, update the staff pigeon holes as and when required.
· Production of various typed correspondence as directed by the Headteacher’s EA.

· To schedule tours of the school for prospective parents and liaise with Headteacher’s EA .
· Diary management for the EWO, Councillor, School Nurse etc 
Offsite Activities
· Responsible for recording in a spreadsheet all Offsite Activities to enable the EVC to monitor the operation of school offsite activities policies and procedures.

· Provide a full administration service to support staff leading trips by liaising with RBWM Offsite Activities Coordinator and the EVC to make sure the appropriate documentation and staff training is completed.
· To liaise with Cover Manager, Site Manager, EVC, Bursar, HT and Governors on the approval of applications for offsite activities.

· Arrange for medical consent forms to be made available prior to trips departing. 
· Collate and update Offsite Medical Forms for Staff attending trips.
· Collate list of Staff able to drive their own vehicles for pupils including relevant licence and insurance details. 
· Drive school minibus on occasion. 
Lunchtime Controllers 

· Oversee the day to day organisation of the Lunchtime Controllers, reporting issues to the Senior School Administrator (SSA) eg. prepare rota and assisting in inductions & training of new staff.
General

· Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.
· Act as Fire Marshall during evacuations. 




This list of duties is not intended to be exhaustive but simply highlights a number of major tasks of the post.  The post holder may be required to undertake additional duties that might reasonably be expected of them and which form a part of the function of the post.  

Every job description will be subject to review on an annual basis, or

· as a result of a change in strategic management, or

· as a result of a team/operational requirement, or

· as a result of agreed staff development needs and objectives. 
Signed:_____________________________________ Employee        Date:______________________

Signed:_____________________________________ Employer        Date:______________________

