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JOB  DESCRIPTION 
Job Title:
                             Reception Co-Ordinator  
Line Manager:
PA to the Principal and Deputy Principal 


Summary of Job

Co-ordinating the reception to ensure the smooth running of associated activities including absences (recording, monitoring, interventions), visitors, inward email/phone call enquiries, postage, First Aid/Mental Health First Aid, sign-posting students, general administration, and college tours.

Responsibilities
  1. 
Reception

· To oversee and run the operation of the reception. 

· To role manage the Senior Receptionist and Admissions Assistant. 

· To ensure that the reception is appropriately staffed in term time and holidays. 

· To receive visitors and ensure guidelines are followed. 
· To receive telephone calls, answer enquiries and connect calls to other staff.
· To liaise with estates via college radio.
· To oversee and undertake the passing on messages to all staff. 
· To oversee and undertake the absence emails/calls and recording on the College database.
· To oversee and undertake student absence monitoring/intervention activity. 

· To provide First Aid and Mental Health First Aid as required.

· To provide students with information and signposting about student services.
2.   General Office Administration

· To oversee and undertake the ordering of stationery.
· To oversee and undertake all post duties.
· To oversee the administration and running of student lockers. 
· To process student reference requests.  

· To assist with admissions administration where required. 

3.    Other duties 
· To undertake college tours for prospective students and staff. 

· To demonstrate an awareness and commitment to equality and diversity, health and safety and     

    safeguarding

· To do other tasks as reasonably requested by the Principal from time to time.
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