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Job Description

	Job Title
	Receptionist 
(Level 2)
	School
	Peters Hill Primary




	Grade
	Grade 3
	Salary
	Point 3 -4



	Reports To
	
Admin Manager/Business Manager  



Purpose of the Job

	
Level 2 staff provide more specific support and work under supervision and guidance.
To provide reception and administrative support for the school by undertaking tasks requiring some general skills and knowledge.




Main activities 

	
Administrative Duties e.g. 

· To act as a point of contact for all school enquiries either by telephone, email or face to face and contribute to the smooth running of the school reception.   
· To arrange any hospitality requirements and meeting room facilities as and when necessary.  
· To pass on messages in a timely manner from a variety of sources eg from parents, outside agencies, staff etc
·  To contact parents/carers regarding collection of sick pupils on the behalf of school.  
·  To make telephone calls and contact a variety of people as required, eg outside agencies 
· To communicate with others on behalf of school, via suitable systems, as necessary
· To open school emails on a daily basis and action as necessary.  
· To ensure that the reception area is kept tidy and is welcoming to visitors at all 
  times.   
·  To ensure that relevant information is available to parents/ visitors etc at all times and    arrange for copies of such information to be produced as necessary. 
· To search information and data information from school systems as required in line with school policies and procedures.  
· To provide relevant information as requested following school policies and procedures.  
· To record all persons attending the school site onto the school entry system.
· To ensure that all persons have the appropriate clearances/identification etc in accordance with school procedures 
· Issue visitor passes where necessary following school procedures.    
· To ensure all visitors, staff and pupils sign in and out of the school.   
· Deal with parents and other visitors to school following school procedures, including safeguarding 
· Receive enquiries from parents, visitors etc – take initial contact details and pass to 
appropriate member of staff.  
· Arrange appointment times where requested. 
· Telephone 999 for ambulance and/ or police attendance when requested in an emergency situation.   
· To open incoming post on a daily basis and distribute to staff in a timely manner, considering timescales
· To prepare outgoing post on a daily basis and record as necessary.
· To use appropriate systems to undertake tasks e.g using various packages, word, office 365 etc
· Produce and maintain timetables and calendars, online and paper 
· Diary management for one or more supervisors/managers as required.
· Checking availability of rooms for internal / external use as and when required.
· Undertake general admin duties to support the school
· Produce letters and correspondence following school procedures as necessary

Employee Support Duties e.g.

· Occasional supervision of work experience trainees and volunteers including basic instruction and answering of queries, under the direction of line supervisor/manager

General Duties

· To be accountable for and promote equal opportunity, diversity and community cohesion to meet school and Council objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported.
· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner.
· To represent the school in a professional manner meeting it’s aims and objectives.
· To comply with the council’s financial regulation and standing orders
· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this role and setting.
· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions. 
· Be aware of and comply with policies and procedures relating to, but not exclusively, child protection, health and safety, security, confidentiality and data protection.  Reporting all concerns to the appropriate person.
· Contribute to the overall ethos/work/aims of the school 
· Attend and participate in meetings as required
· Any other duties commensurate with the duties/responsibilities/grade of the post

Flexibility
All staff are expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of school and council aims, and effective team working.





	Special Conditions
	
This post is subject to the DBS checking process 
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  The successful candidate will be appointed subject to satisfactory medical, reference and DBS checks.
The exact focus of the role will be decided at school level and will take account of the needs of the school and the development needs of the member of staff.
The salary offered reflects the fact that the post holder will be required to work 15 hours per week, term time only




	Name
	




	Signed 
	




	Date
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Make sure you don't have any of the following options selected:

1. "Print colors as black on noncolor printers” on the Compatibility tab of
Tools | Options. AFAICS, Word doesn't have any way to tell whether a printer
is color or monochrome, so setting this effectively says, "My printer is
monochrome.”

2. "Draft output” on the Print tab of Tools | Options.

3. Any setting in your printer Properties that would print in B&W rather
than color or grayscale.

Suzanne S. Barnhill
rosoft MVP (Word)
Words into Type
Fairhope, Alabama USA
Word MVP FAQ site: http://word.mvps.org
Email cannot be acknowledged; please post all follow-ups to the newsgroup so
all may benefit.

“TerryM" wrote in message

The text shown in the headers and footers are selected to be a light grey.
However, on on type of printer i.e. Canon iR 2200, this option is totally
ignored and appears 100% black.

Has anyone any ideas or suggestions on what I can do to correct this?

Terry
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