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This document may be used for new roles and where a job description requires updating.  If the job description is being updated this document should be completed by the post holder and the content verified by the Line Manager and Head of 
Department  
	Job Title  
 
	Receptionist   
	Pay Band: Pay Band 2      
	RBC Reference: 
(2023) RBC498


	Reports to: Reception Manager
	Date:  November 2021 
Amended February 2023

	Department: Facilities
	HOURS PER WEEK:  

Week One:   15 hours per week

(Monday, Wednesday and Friday 16:00 – 21:00)

Week Two:   16.5 hours per week

(Tuesday and Thursday 16:00 – 21:00 and Saturday 09:00 – 16:00 with 30-minute lunch break)




	Role responsibilities (include information on people management/teams, budgets and other resources with direct responsibility) 

	 JOB PURPOSE: 

To provide an efficient and friendly contact point for students, staff and visitors to the college in person and on the telephone.



	PRINCIPAL DUTIES AND RESPONSIBILITIES:

· Provide an efficient and effective point of contact for students, staff and visitors.

· Ensure that all college students and staff have the correct ID cards for entry to the college and liaise with Estates and Security staff regarding any security issues.

· To welcome and receive visitors to the college and register them in accordance with the college visitor’s policy.

· Provide an effective and efficient response to all enquiries to the College via the switchboard, email or in person.

· To undertake administration duties as and when required, such as mailouts, blanket emails, database updates and binding.

· Act as the point of contact for the handing in of student work, recording this and ensuring its safe storage and collection by the Programme Administrators.

· Handling of all internal and incoming mail and distribution in accordance with Audit requirements.

· To act as the first point of contact for urgent room bookings in the absence of the Timetabling Officer and answering room enquiries during office hours.

· Receiving, logging and distributing mail and deliveries to the college in accordance with audit requirements.

· Handling outgoing mail  

· Forwarding written, telephone and E-mail Prospectus enquiries for all Programmes.

· Organising Taxi’s when requested or in an emergency situation.
· Logging and checking student applications on the Innovator system for students Oyster Cards.
· Keeping an up-to-date log of all vehicle registration numbers parked at the college by staff and students.
· Ensuring that the Reception area is kept suitably tidy and welcoming.

· To work unsupervised.

· Any other duties reasonably expected by the Principal.

 


PERSON SPECIFICATION FOR ROLE OF Receptionist
Key to validate section:   (1) AF Application form (2) AS Assessment (3) I Interview 
	Competency for the 
role  
 
	Requirements for the role  
	Essential 
√ 
	Desirable √ 
	Validat e 
AF/AS/
I 

	Qualification  
 
	A good standard of education, preferably to A level/HND or equivalent


	
	√


	

	Knowledge & 
Experience 
	Relevant experience in an office

administration environment.

Experience of higher education administration


	√

	√
	

	Communication  

	Strong communication skills both written verbal.
	√

	
	

	 Skills and Abilities
	Ability to work as a team member

Ability to manage own workload

Confidence when dealing with people

A flexible approach to work

Ability to use initiative

Ability to work well under pressure and meet deadlines

Word processing and internet skills

Experience of operating a switchboard


	√
√
√
√
√
√
√
√


	
	


	Special requirements for this role:    
All Reception staff are expected to qualify as designated First Aid appointed Persons and to complete the ‘First Aid at Work’ course in accordance with the Health and Safety (First Aid Regulations 1981).

Annual leave is subject to approval by your Line Manager depending on the needs of the Department and College. All Reception staff are expected to be flexible in their approach to work. There will be times when you will be asked to cover other reception duties or work at weekends when there is annual leave or when there is a requirement by the college, this will be paid additional at the normal hourly rate.

All staff are expected to comply with the College’s Health and Safety and Access and Inclusion policies in the performance of their duties.
N.B. The post-holder may be required to undertake any other duties which may reasonably be required as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the Job Description in specific terms.

 

	Please read before signing.   
When you sign this job description and person specification document you confirm that this is an accurate reflection of the tasks, duties and responsibilities the role holder will be required to deliver. 
 

	You are advised to retain a copy of the completed job description and person specification for reference.  
 

	Signed by Line Manager : 
	Date:  

	Signed by Role Holder (if applicable) 
	Date:  

	Signed by Head of Department: 
 
 
 
 
	Date: 
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