Saltburn Learning Campus Job Description

Receptionist

Salary:                     Scale A+               Point 6 - 8
Responsible to:      Office Manager

Hours:                     19hrs per week, 39 weeks per year

Normal hours:        To be agreed

Main Roles and Responsibilities:

· Reception duties/using electronic Entrysign system – dealing with enquiries and needs form staff, pupils, parents, external colleagues and members of the community.

· Manning the Campus telephone switchboard.

· Input of data to online calendars – SLC General and managing room booking for both staff and external agencies

· Provide routine clerical support e.g. photocopying, filing, faxing, emailing, typing, word processing and other IT based tasks.

· Maintain manual and computerised records / management of information.

Specific Responsibilities:

· First point of contact for all enquiries into the campus both by telephone or face to face.

· To ensure EntrySign system is maximised by efficient communication between staff across the campus. I.e. utilising pre booking facility.

· Responsible for the maintenance of EntrySign system data.

· To be fully aware of campus safeguarding policy and ensuring that visitors are compliant
· Maintenance of AUP/Supply Agency information files.

· To ensure that students’ movements in and out of the campus are correctly accounted for.
General:

To undertake any other duties as required by the Headteacher commensurate with level 1 of the Redcar and Cleveland Job Evaluation profile code A1375.

To participate in annual performance review and undertake INSET relevant to the post as required.

