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Appointment of
Receptionist / Administrator
For February 2020 or as soon as possible thereafter
Bishop Challoner School,
228 Bromley Road,
Shortlands,
Kent. BR2 0BS

Tel: 020 8460 3546

Fax: 020 8466 8885

Candidate Brief and Job Description for the

Receptionist / Administrator

Bishop Challoner School
About the School 

Bishop Challoner School, founded in 1950, is in the London Borough of Bromley. It is a

Catholic independent day school for girls and boys from 3 to 18 years and welcomes all faiths.  With  excellent public transport links, we attract pupils from a wide area. The total roll is approximately 345 pupils.

The school is an independent Catholic Charity governed by the Trustees and registered

with the Charity Commission. The school enjoys close links with the Catholic Archdiocese of Southwark.

We are a caring community where every person is valued and where the entire staff team work together to provide the very best that we can for the pupils. Our pupils are well motivated and eager to learn, and our parents very supportive. We also encourage extra-curricular activities and they are an important part of school life with many children taking part in additional musical or sporting clubs.
The school has received very good inspection reports from the Independent Schools
Inspectorate in 2000, 2006, 2010 and again in 2016.
Here are some extracts from the report;
“Pupils take an active approach to their learning outside of the classroom. Their attitudes to homework are positive, and the tasks that they are set engage and develop their learning”.

“Children in EYFS display excellent attitude to learning. They are independent learners who are keen to explore their environment. They display resilience and a willingness to work collaboratively. Junior school pupils have outstanding attitudes to learning”.

“Pupils demonstrate high levels of self-discipline; they move around the school site in a disciplined and mature manner. In lessons they engage quickly with learning activities and sustain excellent levels of concentration due to the high expectations from staff”.

“Pupils throughout the school have a highly developed spiritual understanding. In interview they expressed their appreciation of the spiritual aspects of life such as the power of prayer for others; their appreciation of the Catholicity of the school permeates every aspect of its life”.

“The culturally diverse pupil body respects each member of the community, and pupils treat each other with great kindness around the school”.

“Pupils’ personal commitment to the school and the local community is very strong, they are beacons for the school in the community”.

For more information on the school visit www.bishopchallonerschool.com but please be aware that it is presently being developed. 
Job Description for Receptionist / Administrator
Line Manager: The Head’s PA / Office Manager

Responsible to: Marketing and Admissions Registrar
Key Areas of Responsibility: Reception, admissions, marketing



           Administration Duties
Main Duties
To lead on the provision of a telephonist service to the whole school, acting as first point of contact for telephone calls and providing an efficient service, ensuring that telephone cover is maintained, messages are delivered, and enquiries dealt with appropriately.

To ensure the school answerphone messages are checked on a regular basis.

 To be the first point of contact on Reception for parents, visitors and pupils to the school,   assisting them with their enquiries as appropriate in a professional, calm, respectful and polite manner.
Follow safeguarding procedures for signing in visitors, issue passes, checking DBS, alerting staff to the arrival of a visitor, monitoring the collection of the visitor and the signing out process.
To check the school emails on a regular basis and forward to the relevant member of staff.
To support the Marketing and Admissions Registrar with marketing, admissions and alumni administration.

Attendance:

· To ensure registers are completed promptly.  
· Following up on any blank or ‘N’ entries.  Ensuring classrooms are checked when necessary.
· Ensuring all pupils are accounted for. 

· Confirm with parents regarding children’s absence from school, when notification hasn’t been received.

· Ensure pupils use signing in/out books appropriately (on arrival and departure from school in the school day). 

· Initiate the ‘Missing Pupil process’ when necessary

· Produce and distribute listings of absences and late arrival of pupils.

· Produce half-termly and ad-hoc absence reports for the Headteacher
 
Marketing and Admissions:

To ensure the reception areas are maintained to a high standard and are presentable at all times.
Ensuring the reception cupboards (including marketing material) are fully stocked

and compile marketing and admissions packs.

Collate entry assessment data in Excel and collate information on prospective pupils

Assist with updating the school website.

To create and produce the weekly ‘Challoner News’ in conjunction with the Office Manager and send it to all relevant stakeholders; proactively seeking articles from staff on a weekly basis.

Assisting with the alumni database and developing positive relations with existing and former staff and pupils.
General:

To manage staff signing in sheets and staff lunches

To book taxi cabs and couriers for members of staff/visitors as required.
To order flowers as directed and when required.

To maintain existing confidential filing and other administrative systems and contribute to the review and development of new systems as necessary.

Offer pastoral and initial medical care; acting as a first point of contact for all pupils. Phoning parents to ask them to collect their child, and if more serious injury or illness, telephone for ambulance. 

Keeping records of accidents in school and summarising incidents in a spreadsheet for the Health and Safety Committee.
Managing lost property; contacting tutors with named items and keeping a record of unnamed items for an appropriate period of time before donating to the PTA. 

To keep up-to-date with forthcoming events.

Provide administrative services as required and directed by the Office Manager. 

To book and coordinate the paperwork for staff INSET.

Assist with lettings paperwork.

Checking filing and chasing documentation for Trip Blanket Authority, Pupil Code of Conduct and Pupil ICT Code of Conduct.

Chasing annual staff documentation returns (e.g. Staff Code of Conduct)

Other Duties
To provide an administrative support for all public events.

Be mindful of appropriate conversation in the office.

Actively seek to implement and comply with the School’s Safeguarding policies and procedures and to demonstrate a commitment to the safety and welfare of children.

Actively seek to keep up to date and to maintain a detailed knowledge of school policies and procedures, and undertake any training when required. 

Liaise, either verbally or in writing with parents and other external organisations on issues in connection with the priorities or efficient business of the school. 

Actively seek to implement the School’s Health and Safety Policy in relation to the duties of the post, and at all times give due regard to the health and safety of both themselves and others when carrying out their duties. Informing the Bursar of any concerns regarding Health & Safety and safe working practices.

Undertake any other duties that may reasonably be requested by the Headteacher.

Person Specification

	Qualifications/Experience
	Essential
	Desirable

	Previous experience in carrying out a similar role
	
	√

	Strong customer service
	√
	

	Experience of working within a school office
	
	√

	Experience of working within an independent school
	
	√

	First Aid training/training in specific medical procedures
	
	√

	Good numeracy/literacy skills minimum English and Maths GCSE Grade C or equivalent
	√
	

	Experience in updating websites and use of social media platforms
	
	√

	Experience of sales or marketing
	
	√


	Professional Knowledge and Understanding
	
	

	Good working knowledge of databases, spreadsheets and relevant software
	√
	

	Skills and Aptitude
	
	

	Ability to demonstrate absolute integrity, discretion and confidentiality
	√
	

	Have high expectations and standards
	√
	

	Flexible working is required to suit the nature and demands of the school
	√
	

	Accuracy and checking of work for quality/an eye for detail
	√
	

	Excellent communication and interpersonal skills, verbal and written
	√
	

	Ability to deal with difficult/sensitive situations in a calm and sensitive manner in person and over the telephone
	√
	

	Excellent time management skills
	√
	

	Ability to organise own workload to ensure that deadlines are met, especially when under pressure
	√
	

	Maintain accurate and up to-date records
	√
	

	Computer literate with sound IT skills
	√
	

	Personal Attributes
	
	

	Honest and trustworthy
	√
	

	The highest levels of integrity and reliability
	√
	

	Enthusiastic and energetic
	√
	

	Smart and well presented 
	√
	

	Professional with high standards expectations of self and others, good role model
	√
	

	Ability to deal with confidential and sensitive information
	√
	

	Self-motivated and able to take the initiative as well as being able to motivate your team
	√
	

	Willingness to develop professionally and undertake further training, as required
	√
	

	Good sense of humour
	√
	


Contract Terms

· Six months probationary period

· One terms’ notice period

·   Term time only (35 weeks) and 20 additional days to be worked in the holiday.

· Monday to Friday term time, 8.00am to 5.30pm (with one hour for lunch)

· There may be a requirement to work on some weekend Open Day events

· Expected to attend staff INSET days

·  The school offers a free flu jab 

· Sick pay – 10 working days full pay, followed by SSP

· The salary is dependent on skills, experience and qualifications approx. £20,000 (this includes 25 days paid annual leave as well as bank holidays)
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