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JOB DESCRIPTION

	Job Title:
	Receptionist
	Job Ref:
	FC

	Service:
	Foundry College
	Section:
	Administration

	Reports To:
	Business & Finance Manager   
	Location:
	Foundry College

	Grade:
	4
	Salary:
	SCP 7-11 pro rata

	Employment Status:
	Temporary 12 months contract (extendable)
	Hours of Work:
	30 hours per week term time only (9am – 3:30pm)

	College Vision:

Foundry College is committed to:-

· Excellence that inspires learning, achievement and enjoyment for all

· Supporting all learners to fulfill their potential in a challenging and safe environment

· Promoting respect, nurturing the positive and developing skills for life.

	Team Purpose

To work towards the College vision and ethos:-
· Providing a College for excellence that inspires learning and enjoyment for all.

· Supporting all learners to achieve their full potential in a challenging, yet safe environment.

· Promoting respect, honesty, communication and teamwork throughout the College.
· At all times to promote and safeguard the welfare of all young people who live or access service, or who are looked after by Wokingham Borough Council.

	Job Purpose
· To meet and greet all visitors to the College site during the school day

· To manage the communications between students and their families and College staff  
· To support GDPR compliancy


	Organisation Chart:
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Health and Safety Responsibilities

In accordance with the provision of the Health & Safety at Work Act 1974 etc. take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work; and co-operate with the Council to enable the Council to perform or comply with its duties under statutory health and safety provisions.
Summary of Main Contacts

· Headteacher

· Parents / Carers

· Teachers

· Other school / college staff

· Management Committee
· Other professionals

· Students

· Other WBC staff and services
Main Tasks / Accountabilities
This is not intended to be an exhaustive or definitive list.  You may be required to carry out other duties where necessary.
· To be a consistent and cheerful presence in the College’s Reception Office to meet, greet and deal with any visitors
· Respond to all visitors and contractors as required, informing all of safeguarding and evacuation procedures
· Retain records of daily visitors & contractors

· Monitor and respond to all incoming/outgoing calls, messages and emails
· Process and distribute College mail and deliveries (in & out)

· Maintain the College calendar in all staff outlook
· Maintain GDPR compliance under the direction of the DPO
· Coordinating pupil entries for evacuation ensuring pupils have effectively signed in/out
· Liaise with parents/carers, college staff, student support agencies and other curriculum / support providers as appropriate
· Maintain the home tutor timetables and communicate with SLT at the end of each week
· Monitoring of data on MIS systems and following up with staff members of any inaccuracies 
· Pupil administration for ‘guest pupils’

· Updating of social media accounts to communicate effectively with stakeholders

· Maintain effective communications with WBC services (e.g. nursing team)

· Maintaining details of medical conditions with pupils and staff

· Ordering and coordinating of pupil and staff lunches
· Updating and maintaining pupil on boarding documentation and school prospectus
Additional Information
· Foundry College is committed to safeguarding children and promoting the welfare of children and young people / vulnerable adults and expects all employees, workers and volunteers to share this commitment. We will ensure all our recruitment and selection practices reflect this commitment.

· This post is subject to an Enhanced DBS check. As with all posts, the successful applicant will be required to provide proof of their right to work in the UK and, if they have lived abroad, overseas police clearance/s will need to be sought.

· CVs will not be accepted.

Transport
· You must be able to meet the travel requirements of the post.
*As part of the pre-employment checks that are undertaken for this role, you will be asked to complete a Pre-Employment Medical Questionnaire. The questionnaire is confidential, and is screened by our Occupational Health Department, who will ensure that you are medically fit for this role before being formally offered the position. 
PERSON SPECIFICATION

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

E = Essential to carry out role to minimum 

D = Desirable but not essential to carry out the role

	
	Essential
	Desirable

	Qualifications:

	Educated to GCSE level, with 5 passes including English and Maths at grade C / 4
	√
	

	GCSE or Level 2 Business  or  ICT
	
	√

	
	
	

	Experience:

	Experience working in a school or college environment
	
	√

	Experience of working with young people who present with challenging behaviours and their families in a professional capacity
	
	√

	Knowledge of GDPR as it applies to an education setting
	
	√

	Record keeping and attention to detail
	√
	

	
	
	

	Personal and Professional Skills and Attributes:

	Ability to understand the conflicting pressures encountered when working within a school environment
	√
	

	Ability to understand the school perspective and work positively with school staff
	√
	

	Ability to relate to young people and adults positively, both as individuals and in groups, encouraging participations and empowerment
	√
	

	Excellent communication, both written and oral
	√
	

	Ability to be self-motivated, organised and have good time management skills
	√
	

	Ability to work within a team as a constructive team member
	√
	

	Confident user of MS Word, Excel and Outlook
	√
	

	
	
	

	Personal Qualities:
	
	

	The ability to build positive and appropriate relationships with young people and their families
	√
	

	The ability to motivate children / young people who may have previous negative educational experiences and act with integrity
	√
	

	The ability to remain calm in stressful situations
	√
	

	Personal resilience and emotional strength
	√
	

	A sense of humour
	√
	

	Must be a good role model to students
	√
	

	Must be adaptable and willing to accept guidance and support
	√
	

	
	
	

	Special Factors:
	
	

	The post holder must possess a driving licence and have access to a vehicle for which mileages allowances will be paid.
	√
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