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	Job Title: Receptionist/Administrator
	Grade: Band 6 (37 hours per week, term time only plus 5 days) 

	Work Location: Oastlers School
	Salary Range: £24,294 - £25,979 pro rata

	Reports To:  Business Manager
	Leads & Manages: 


BACKGROUND/INTRODUCTION
Oastler Special School is a purpose-built school for learners with social, emotional and mental health disturbance. Some have additional learning difficulties compounded by other complex issues such as mental health problems which combined create barriers to learning.
We are looking to appoint someone who will support the team to provide a confidential adminstrivtive and systems support to the Oastlers.
Oastlers School is one which treats safeguarding and child protection as a priority.  We are committed to young people and are determined to provide them with a safe, secure and successful education experience.
In return, we will offer you a highly supportive workplace, one that is visionary, inspirational and accepts nothing but the best.  You will be supported to further yourself, you will access high quality training and be encouraged to be the best you can.  You will join a team of like minded people who have experience of the demands expected of them.
PURPOSE OF THE JOB
Having strong interpersonal skills to provide an efficient reception service for the School.  Part of the role will be to provide administrative support to the Attendance Officer and be a designated First Aider in school.
Previous experience of reception duties, excellent communication, good ICT (Outlook and Word) skills and organisational skills are essential. Experience gained within a school environment, attendance management and knowledge of Arbor would be advantageous.

You will enjoy working closely with people to see tasks through to completion and be prepared to take responsibility and use initiative in key areas.

RANGE OF DUTIES 
· Undertake reception duties, answering general telephone, taking and distributing messages, signing in visitors, hospitality and escorting around the building where required.
· Deal with matters relating to learner transport to and from school, including speaking to Pupil Transport Services regarding any transport issues, book or amend transport and complete any travel claims required by parent/carers.

· Support the schools Social Worker by monitoring attendance from the point of learner arrival including calls and follow up texts for unexplained absence, updating the schools Database and providing the Social Worker with daily information.

· Produce attendance results for each class and produce weekly attendance certificates.
· Produce half termly attendance reports.
· Deal with complex reception/visitor matters

· Maintain visitor log system.

· Monitor daily school admin email account and distribute/action appropriately

· Provide personal, administrative and organisation support to other staff

· Collect and record monies for learner lunches

· Manage manual and computerised record/information systems

· Input data onto school ICT packages.
· Undertake routine administrative tasks including, filing, opening and distributing post, photocopying, shredding 

· Take notes at meetings where required
· Undertake typing, word-processing and complex IT based tasks including mail merge
· Operate relevant equipment/ICT packages including Word, Excel, SIMS
· Maintain stationary stock and uniform supplies
· Provide general advice and guidance to staff, learners and others

· Any other administrative tasks required by the school

RESPONSIBILITIES

· To be one of two designated Fire Wardens for a designated area responsible for ensuring the area is cleared of learners and staff prior to gathering at the designated fire evacuation assembly point.  
· To be a First Aider in school, undertaking the required training.
· To ensure that the reception and surrounding area is kept clean and tidy at all times
· Contribute to the overall ethos/work/aims of the school
· Establish constructive relationships and communicate with other agencies/ professionals

· Attend and participate in relevant meetings as required

· Participate in training and other learning activities and performance development as required

· To support, uphold and contribute to the development of the Council’s Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community
· Recognise own strengths and areas of expertise and use these to advise and support others.
FINANCE

· Responsible for receiving and recording cash brought into school by learners/parents, e.g. dinner monies, petty cash and school uniform
· At all times operate with appropriate financial discipline.
PERSONNEL AND STAFFING
· To take delegated responsibility in the supervision of students on work experience, trainees and voluntary helpers with whom the postholder is working
ESTATE MANAGEMENT
· Ensure that the security measures that protect the school are maintained and repairs are reported promptly if safety is compromised
FLUCENCY DUTY
In line with the Immigration Act 2016; the Government has created a duty to ensure that all Public Authority staff working in customer facing roles can speak fluent English to an appropriate standard. For this role the post holder is required to meet the Intermediate Threshold Level 
Intermediate Threshold Level The post holder should demonstrate:

· they can express themselves fluently and spontaneously with minimal effort and, 
· Only the requirement to explain difficult concepts may hinder a natural smooth flow of language.

	Essential Criteria
	Desirable Criteria
	How identified

	SKILLS AND EXPERIENCE
· Minimum of 3 years experience of working in a clerical/administrative environment, within the last 5 years.
· Good personal organisation and communication skills, both verbally and written. 
· Experience of the use of complex databases and Microsoft Office Suite
· Able to work well as part of a multi-professional team.
· Able to complete work to the required standard of accuracy and presentation
· Well-developed organisational skills and ability to manage own work load within set deadlines
· Good analytical skills and the ability to present information in a logical, clear and concise format.

· Dealing effectively with members of the general public.


	· Minimum of 3 years experience of working in a administrative school environment within the last 5 years.
· Experience of attendance management within a school environment

· Experience of the use of Arbor within the school.

· Experience of using CPOMS

· Ability to self-evaluate learning needs and actively seek learning opportunities
· Experience of working in an environment for children with Social, Emotional and Mental Health Difficulties.


	Application 
Interview
References


	KNOWLEDGE 
· In line with the Immigration Act 2016; you should be able to demonstrate fluency of the English Language at an Intermediate Threshold Level.
· Knowledge/experience of general office work

· Knowledge of and the ability to use office machinery e.g. photocopiers, scanners, shredding machine etc. ( Working knowledge/use of databases and other software packages e.g. Microsoft Office (Word/Excel/Outlook etc.).
· Good literacy and numeracy skills

· Good communication skills including telephone/reception skills.
	· An understanding of the issues relating to pupils who have Social, Emotional and Mental Health Difficulties
· Knowledge of school procedures
· 
	Application
Interview
Supporting Documents

	QUALIFICATIONS / TRAINING
· GCSE Grade A-C mathematics and English or able to show achievement or experience demonstrating this level of ability.

· Evidence of training in use of Microsoft Office Applications and other IT systems
· Willing to undertake additional training in the use of ICT and administrative systems as required. (SIMS, CPOMS and HCSS)

	· NVQ level 3 or equivalent 
· Level 3 award in First Aid at Work 
· Training in Arbor
.


	Application
Supporting Documents

	DISPOSITION AND ATTITUTE
· A personal and professional commitment to equal opportunities, diversity and promoting good race relations.

· A commitment to safeguarding children and young people.

· High levels of integrity, honesty and credibility which will inspire confidence and trust from both internal and external stakeholders.
· Able to maintain confidentiality.
· Able to deal with a range of situations in a sensitive and helpful manner.

· Able to empathise with the needs of learners and parent/carers..


	
	Application
Interview

	OTHER CONDITIONS
· The school operates a non – smoking policy
· Enhanced DBS Disclosure
· Contribute to the schools newsletters that will be distributed to the wider community
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