The Bourne Academy Job Description
Title of Post: Receptionist 
Salary: Grade 2, spine point-6, £22,952-£23,685 pro rata, (£26,016-£26,847 FTE)
Hours: 37 hours per week 
Weeks worked: term time only plus one week during school holidays
Disclosure Level: Enhanced

Accountable to: Business Director
Line Managed by: Office Manager
Line Management Responsibility: None
Main Purpose: To be the interface between the Academy and the world outside by providing a welcoming and efficient reception service for the Academy. You are also required to provide an efficient and confidential administration service to the Academy.
The Bourne Academy is a busy place of learning and work and therefore the ability to organise and prioritise tasks is a key requirement.  You must also enjoy working with young people and be prepared to model the ethos of the Academy.
Key Accountabilities:
	Administrative Tasks

	· Meet and Welcome all visitors professionally within a busy reception environment. Handle all visitor and caller enquiries in a professional and welcoming manner whilst managing a secure entrance and exit system via intercom system.
· Management of Visitors entrance to car park via Intercom system.
· Oversee a robust system for recording all visitors on site to ensure that they are known, and clearly identified, at all times.
· Ensure all outgoing post is franked correctly and ensure the post, including special postings, is taken to the post office daily.
· Receive and distribute all incoming post.
· Maintain computerised and manual student records.
· Maintain manual student registers for late arrivals and transfer information onto the Academy computer system within time constraints.
· Print off student registers to ensure these are available, by tutor group, in the event of a fire evacuation.
· Manage visitors to Reception, signing them in using the electronic system.
· Organise and sort through lost property and ensure effective re-distribution.

· Support general welfare of all students, attending to their personal needs as and when required, and contacting parents if necessary.
· Promote staff welfare and wellbeing through proactive engagement with Academy initiatives.
· Reprographics as and when required.
· Keep Reception contingency Manuals up to date as and when required.
· Provide cover as required for all administrative roles within the Academy.
· Keeping meeting rooms and Reception area tidy and well stocked.

	Safeguarding
	· Undertake regular safeguarding training as required.
· Ensure that statutory and Ofsted requirements for Safeguarding are met.
· Liaise with appropriate bodies re safeguarding requirements for data and other Academy communications, both written and web-based.

	First Aid


	· Undertake first aid training and keep certification updated.
· Support the team by dealing with first aid enquiries (as and when required, possibly on a rotation basis) in a sympathetic and efficient manner, ensuring a record is logged of all incidents and calling parents/carers when necessary for collecting of sick or injured students, or to report a head injury.

· Administer medicines to any student as required by the parent/carer.

	General Responsibilities


	· Liaise with members of the Academy as required.
· Attend meetings as and when required.
· Assist with the provision of First Aid for students and staff.
· Undertake relevant training as required to support the functions of the post and to enhance personal development. 

· Undertake any other duty as specified by the Principal.


This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once each year and it may be subject to modification or amendment at any time, after consultation with the holder of the post in order to reflect changes in organisational requirements and to ensure that the future goals of The Bourne Academy are successfully achieved.
The Bourne Academy is committed to developing the skills of its people.  If you have any query about your own personal development, please speak to your line manager.
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