	Job Description


	


	Job Title:

Reception and Admin Officer
	Service Area:

Newham PRUs

	Division/Section:

Tunmarsh School or New Directions

	Job Number:  
Job evaluation number:          

	Grade:

SCALE 4
	Date last updated: Feb 19



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  


PROTECTING OUR STAFF AND SERVICES

Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.

Overall Purpose of Job

To provide central administrative support to Tunmarsh School or New Directions.
Job Context

1. The postholder reports to Office Manager
2. The postholder has no line management responsibility.

3. The postholder has no budget responsibility 

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.
1. Act as first point of contact for students and visitors attending the school, operating the secure access systems, vetting and controlling access to the school in accordance with safeguarding procedures. 
2. To be the first point of contact for onsite meeting room bookings in conjunction with the.
3. To ensure a high level confidentiality at all times.

4. To display discretion, patience, tact and respect when liaising with staff, students and stakeholders.

5. To be responsible for co-ordinating travel arrangements as directed.

6. Ensuring the reception area and notice board are kept tidy and up to date.
7. Use a variety of IT platforms to communicate information to relevant bodies e.g. Survey Monkey, Doddle, Teacher 2 Parents from the direction of senior colleagues.
8. To ensure that administrative support is provided including for example, filing, typing documents and reports, photocopying, minute taking, collating papers, maintaining office records and other paperwork are completed efficiently in a professional and confidential manner.
9. Make payment by purchase card as required, retaining high quality audit records. Processing of orders from requisitions, accurately and in accordance with agreed authorisation and timescales.
10. To receive and check stock and cross reference items received with delivery notes and/or invoices.

11. To use all features of the SIMS programme including maintaining up to date pupil data, attendance.

12.  To be responsible for the distribution and dispatching of daily post.
13. Monitoring students’ attendance daily and informing parents of absences via text and/or telephone. Notifying parents if students leave site during the school day without permission.

14. To undertake such other duties as are consistent with the purpose and grade of the post.

	Person Specification 


	


	Job Title:

Reception and Admin Officer
	Service Area:

Newham PRUs

	Division/Section:

Tunmarsh School or New Directions


	 

	Grade:

Scale 4
	Date last updated: Feb 19



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

PROTECTING OUR STAFF AND SERVICES

Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



	KNOWLEDGE:

· IT systems

· Office Procedures
· Alternative Provision settings
· Awareness of current customer service practices
	Application Form/Interview


	EXPERIENCE:
· Experience of working in a customer facing role, preferably is a school setting.

· Experience of working in a busy environment.
	Application Form /Interview

	SKILLS AND ABILITIES:   

· Ability to undertake reception and administration duties to a high standard. 
· Excellent organisational skills, the ability to multitask and to work flexibly with minimum supervision.
· Outstanding interpersonal and communication skills (personal telephone and written) 
· Ability to work independently and as part of a team
	Application Form/Test 

Application Form/Interview

Application Form/Interview

	DBS
This role is subject to an enhanced DBS check and is exempt from The Rehabilitation of Offenders Act (1974)

The post holder will require flexibility and resilience in order to be able to manage the demanding environment of working in a SEBD setting. 



	Application Form
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