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Job Description

Name:

Job Title: Academy Receptionist         Salary Scale: D – 6-7 (£23,893 to £24,294) this is the full time annual salary from September to August, which will be adjusted dependent upon the start date and subject to pro-rata due to the Term Time work pattern

Line Manager:  Office Manager            Contract: Permanent, 37 hours per week, Term Time   Only + additional days to be agreed        						 
Fundamental Purpose:

We are looking to appoint a friendly and adaptable individual to provide high quality customer service and a welcoming environment for visitors and all members of the school community. The successful person will carry out reception duties efficiently and in a professional manner, whilst maintaining confidentiality. 

Key Responsibilities

These will include:

· Receiving visitors and dealing with any enquiries and ensuring, if they enter the academy, that appropriate safeguarding checks are completed
· Answering telephone calls and directing calls throughout the academy
· Liaising with our facilities management company in connection with Helpdesk requests.
· Direct all incoming deliveries and refer them on appropriately 
· Respond to all Duty Teacher call out requests
· Assisting with general administration tasks 
· Dealing with coach and taxi bookings 
· Collecting and receipting any money collected at reception  
· Manage all lost property and associated queries
· To undertake any training relevant to the post
· Any other reasonable request that is commensurate with the grading of the post.


Lord Lawson of Beamish Academy is committed to safeguarding and promoting the welfare of students and expects all to share this commitment. 

This job description may be amended at any time in discussion with the Business Manager and the employee and will be reviewed before the commencement of the next appraisal cycle.  

I have read and understand this job specification and will carry out my duties accordingly and understand that it is a working document that can be discussed, negotiated, and changed at the agreement of both named parties.
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