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Mission Statement
‘To provide education and skills that enhance the region’s economic and social prosperity’


	Job Description
	


	Post Holder
	

	Job Title
	Reception/Switchboard Clerk


	Responsible to
	Student Support Services Manager



Key Strategic Objectives 
· To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the Colleges Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
· To provide an outstanding, holistic customer focused service, that supports all service users i.e. students, staff and public.
· To maintain a high quality service by utilising transferable skills and flexibility within the larger Student Support Services function.
Specifically the post holder's responsibilities will be as follows:

1. To contribute flexibly to customer welfare and support services, specifically to have a working knowledge and the necessary interpersonal and administrative skills to assist with:
· Representing the College in a professional manner in line with the College’s customer care standards, and adhere to the Reception Uniform standards.
· Providing a full telephone and reception service to visitors, students and staff.
· Ensuring the smooth transition of visitors to the college, ensuring completion of the statutory visitor management system until they are collected by the relevant member of staff.
· Supporting the visitor car parking booking system 

· To assist in the smooth running of events held at the College.
· Maintaining the reception area with up to date literature and resources for all stakeholders. 
· To operate the cash till and undertake the processing of payments manually and online.  
· To undertake filing and general administration duties as required.
2. To provide a flexible approach to cover and assist the team to ensure both Reception areas are staffed in line with business needs. Working hours will include at least one evening per week.
3. Work under the Supervision and direction of the Senior Student Services Assistant on a day to day basis.

4. To understand the wider roles within the team and work flexibly within the team to be able to assist as and when necessary, especially the Student Services Assistants.
5. To actively show a commitment to the Departmental Strategic Objectives.
6. To show an active commitment to the College's Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.
7. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.
8. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.
9. The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed:  ________________________________ Date:  _____________________

PERSON SPECIFICATION
	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	1. Skills and Abilities

	Essential
	1.1
	Computer literate, with good reception and administrative skills
	Application/Interview

	
	1.2
	Excellent customer service skills – polite, courteous and helpful manner
	

	
	1.3
	Excellent communication skills
	

	
	1.4
	Excellent telephone manner
	

	
	1.5
	Ability to work under pressure and prioritise work load
	

	2. Qualifications and Training

	Essential
	2.1
	Minimum NVQ Level 2 or equivalent in either Administration or Customer Service
	Application/Verification of original certificates

	
	2.2
	Grade C or above in Maths and English (or equivalent)
	

	3. Attitude/Disposition

	Essential
	3.1
	Attention to detail
	Application/Interview/
References

	
	3.2
	Team player
	

	
	3.3
	Have a pro-active approach
	

	
	3.4
	Flexibility in terms of working day/hours as evening work will be required
	

	
	3.5
	Commitment to excellence
	

	Desirable


	3.6
	Awareness and commitment to College’s Equality & Diversity Ethos
	

	4. Knowledge

	Desirable 
	4.1
	Experience of dealing with a wide range of people.
	Application/Interview

	
	4.2
	Knowledge of Further Education and the funding available to support students
	

	5. Experience

	Essential
	5.1
	Reception and administration experience
	Application/Interview

	
	5.2
	Experience of cash handling
	

	Desirable
	5.3
	Previous experience of working as a telephone/switchboard operator in a large and busy organisation
	


	CONTRACT ARRANGEMENTS


Business Support Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. Within your contract, the following salient features will apply:
	1.
	Contract type:


	Business Support, Part Time, Permanent.

	

	2.
	Working week:
	25.5 hours per week.

	3.
	Holidays:
	Colleagues are entitled to 30 days annual leave. You will be required to use up to 13 working days of your holiday entitlement on days when the organisation’s activities are suspended in the interests of efficiency.

	4.
	Period of Notice:
	Two months.

	5.

6.

7.
	Salary Scale:

Life Assurance:

Healthcare:
	Business Support Scale 2/3

From £11,519.11 to £12,552.89 per annum.
Non-contributory Life Assurance Scheme.  
Non-contributory Healthcare Scheme.

	

	8.
	Pension:

	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, the employee’s contribution rate is currently of 5% of pensionable salary.  

	

	9.
	Sickness:
	The sickness policy will apply (further information is available from the Human Resources Department on request).

	
	
	

	10.
11.
	Probationary/Development Review period:
Disclosure & Barring Service Check


	6 months.

From 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £50.40.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
	
            
	



