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Job Description
Seashells Nursery Receptionist
Responsible to: Nursery Manager
Salary: £9.50 ph
Summary of Role
To provide a welcoming and professional image as the first point of contact for all parents and visitors to the nursery. To ensure the safe and smooth administration of reception, the main entrance to the nursery and telephones. 
Duties:
· Welcoming visitors to the nursery, maintaining a professional and friendly demeanour at all times, while ensuring the main entrance remains a safe access and exit point.
· Operating the telephone system, receiving, vetting and transferring calls appropriately, taking down details accurately where necessary and assisting callers with queries, etc.
· Giving general information and where appropriate, advice to those calling in to the nursery. 
· Maintaining an efficient and effective reception service to the nursery.
· Undertaking a range of administrative duties, as required.
· Maintaining a safe, tidy and presentable reception area.
· Observing and reporting any security issues to the Nursery Manager as appropriate.
· Administering the ordering of stationary and supplies as required.  
· Providing administrative support to the Nursery Manager as may be required. This may be across the company’s functions and in other parts of the organisation. 
· Working in partnership with other reception staff, sharing tasks as appropriate.

· Organising cover during times of absence/annual leave in conjunction with the Nursery Manager. 

· Undertaking further reasonable duties as may be required.
Person Specification

Essential
· Previous reception or administration experience 
· Level 2 qualifications, or equivalent, in English and Maths 

· Experience of using Microsoft Office packages (in particular Outlook, Word and Excel) effectively and experience of using databases;  

· Excellent people skills and the ability to engage with people from a diverse range of cultures and backgrounds.

· A sympathetic and supportive manner when dealing with families, parents/carers, children, staff and others
· The ability to maintain confidentiality in all matters 
· Experience of working on own initiative within changing frameworks
· Commitment, enthusiasm, flexibility and the ability to work well as part of a team.
· A good telephone manner and the ability to communicate effectively both verbally and in writing.

· The ability to stay positive, and meet deadlines, even when working under pressure.

· A commitment to develop an understanding of the ethos of the nursery and to equality and diversity
· A willingness to take part in development and training, both as a member of a team and as an individual.

Desirable
· Experience of working with families with young children

· An understanding of voluntary and statutory sector organisations
· A knowledge and understanding of safeguarding children and vulnerable adults

Children and Families Ltd is committed to safeguarding and promoting the welfare of children and vulnerable adults.  All applicants will be thoroughly vetted for their suitability to work with these groups. 

Applicants for posts that are exempt from the Rehabilitation of Offenders Act will be asked to undertake a Disclosure and Barring Service (DBS) check. Any offer of employment and continued employment will be contingent upon satisfactory vetting results and checks made prior to and during employment where required. 
