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College Receptionist / Administrator

Reports to: College Business Manager
Location: Dawlish Campus 
Contract: Permanent, 45.2 weeks per year, 37.5 hours per week, Monday to Friday 8:30am – 4:30pm 
The Role:
As a key member of our support team, you will ensure outstanding communication with internal and external parties through various channels, including face-to-face interactions, emails, and phone calls. You will collaborate with the senior leadership team and handle a range of administrative duties as required. Additionally, you will manage daily office operations and ensure all team members adhere to established procedures.
In this busy, fast-paced environment, you must demonstrate excellent work efficiency, proactively completing tasks and meeting deadlines accurately. As the first point of contact for external stakeholders and a central figure for internal team members and learners, you will provide exceptional customer service with high attention to detail, strict confidentiality, and a friendly, person-centred approach. 
Key Responsibilities:
· Oversee and monitor petty cash and the online pre-paid card system.
· Maintain a high standard of customer service with both internal and external parties.
· Manage the college diary and coordinate meeting room bookings.
· Administer online lunch payments and invoice parents/carers.
· Order stationery and materials as needed.
· Handle and process learner absence notifications.
· Perform general day-to-day administrative duties.
· Manage the college vehicles, including booking MOTs and services.



Objectives:
· Accurately answer phone calls and greet team members and external visitors in a friendly, energetic, personable, professional, and polite manner. Model excellent professional relationships with learners, parents/carers, and other Education professionals, often being the first point of contact. Ensure external visitors are signed into the college accurately, following our safeguarding policy.
· Be perceptive about other colleagues and their professional needs via all communication routes. Always be courteous and exercise diplomacy – positive team relationships are integral to the day to day running of the college.
· Provide a range of clerical duties including, sending, and receiving e-mails, filing, sorting and distributing post.
· Update our learner MiS as and when required, ensuring data is entered accurately and stored confidentially, having a good knowledge of data protection is essential. 
· Ask appropriate questions when contacted by external parties to ensure enough information is gathered to forward the call to the relevant team member, if a message is taken, ensure all details are correct before ending the call. E-mail the message to the appropriate team member immediately. 
· Manage the MiS lunch payment system, ensuring lunch payments are made in a timely manner and sending out weekly reminders to parents. Liaising with the Kitchen team on learner absences daily. 
· Prepare for and participate in internal and external audits relating to team member and learner absence, ordering and Petty Cash. Submitting Auditory reports to the College Business Manager and Finance Department as required.
· Manage the college diary, ensuring meetings and room bookings are added correctly. Aiding the College Leadership Team with calendar and meeting bookings. 
· Provide monthly & weekly reports to our Central Quality team.
· Ensure learner attendance is completed daily and chase as and when necessary. Reporting any discrepancies to the College Business Manager. 
· Book training and other external resources as and when required. 
· Contribute to setting up and improving office procedures.
· Manage resources - Keeping an up-to-date stock list and order as and when necessary and ordering supplies when needed. 
· To be prepared to complete relevant training. For example: Safeguarding, Physical Intervention Training, Autism Awareness.
· Identify personal training needs and other learning activities as required. 
Note: This is not exhaustive. You may be expected to perform different tasks necessitated by your evolving role within the organisation and its overall objectives.

The approach required:
· Unflinchingly high aspirations for all young people that study at Oakwood Court, and high expectations of behaviour for them within their own context. 
· Unflinchingly high expectations of behaviour and professional conduct of colleagues and self. 
· The humility to recognise where things may not be working, and the progress of learners are at risk, and to speak up and seek support to improve.
· A continuous commitment to seeking to understand each young person and their needs, including those that make them diverse, complex and sometimes challenging. 
· The drive to overcome challenges and setbacks using clear and tangible steps and making positive personal changes to approaches. 
· Being a “present” and active listener and contributor in conversations about learning.
· Leading formal and informal conversations about best practice with colleagues.
· Being alive and open to new ideas and ways of working.
· Demonstrate enthusiasm and engagement in trying something new, sharing ideas and collaborating.



Person Specification – Receptionist / Administrator
	Requirement
	Essential
	Desirable

	Qualifications

	Educated to degree level 
	
	☒
	Literacy and numeracy qualifications at least Level 2
	☒	

	Full UK Driving License 
	
	☒
	Data analysis, IT or similar qualifications or experience
	
	☒
	Level 3 Safeguarding qualification
	
	☒
	Experience

	Experience of a receptionist or other relevant customer service role
	☒	

	Experience of further education administration
	
	☒
	Experience of working with young people with autism and/or learning disability who demonstrate behaviours that challenge.
	
	☒
	Understanding of and commitment to safeguarding children and young people, and equal opportunities and diversity at a management level
	☒	

	Knowledge and skills 

	Good IT skills and understanding of Microsoft Office
	☒	

	Resilient and able to work on own initiative and work as part of a team
	☒	

	Excellent interpersonal skills and the ability to lead and build effective partnerships with individuals and organisations
	☒	

	Ability to analyse data and determine patterns and trends, presenting information in an accessible way.
	☒	
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