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JOB PROFILE


	Job title:
	Receptionist

	
	

	Salary Band:

	£26,519 – 27,665 (Band 4)

	Accountable to:

	Receptions Team Leader

	Line Management of:

	N/A



	Duties and responsibilities

1. To provide a welcoming first point of contact for students and visitors including internal and external partners and stakeholders adhering to the highest customer service standards whilst working in close collaboration with our security, premises staff and the wider student services teams. You are expected to contribute to the setting and the maintaining of excellent service standards for our reception areas at all times.  

2. You will be passionate about the welfare of our students and everyone accessing Nottingham College by ensuring the promotion of safeguarding, inclusion and health and safety from the first point of contact. 

3. As the face of each campus, you will be required to display excellent communication skills while working with a diverse range of people. Being responsive to all enquiries will mean you have a good understanding of the workings of Student Services and remain current in your understanding of the curriculum and their teams. 

4. You will regularly provide students and visitors with information and advice on services provided by the wider college. On occasion, you may deal with upsetting or challenging situations which should be handled with empathy and professionalism at all times, and you will contribute to the resolution of any customer complaints in line with company policy while always remaining polite and friendly.

5. You will receive and administer the processing of deliveries to campuses, liaising with estates staff, curriculum and professional services team and providing support to postal services, couriers and other as they enter the college.

6. You will deliver a campus welcome experience, uploading the highest standards of customer care, providing the best first contact experience we can to visitors, guests, VIPs, students, parents and staff.

7. You will act as part of a first responder network providing first aid/mental health first aid, as required, receiving professional and accredited training, provided by the college.

8. You will perform a range of administrative tasks as part of a wider student operations team, including: the management and issuing of Student ID cards and lanyards or day passes, clarifying rooming changes for students, signing in contractors and visitors, issuing car parking permits, booking in applicants for interviews, receiving guests attending the college for interview or meetings and booking one to one sessions for our careers team

9. You will carry out some cash handling and reconciliation activity, following relevant policies and procedures

10. You will regularly use databases, web-based applications and student record systems to source information, cross-reference and manipulate data to assist the wider team and perform appropriate administrative tasks as part of a wider team of staff responsible for delivering an outstanding student journey. 

11. You will support the college’s main enrolment period, receiving training to support the enrolment team to administer the enrolment process.

12. You will act, as part of a wider welcome team, to maintain the safety and security of our campuses, providing behind and in front of desk welcome support, ensuring students are wearing lanyards, and calling on security team members to manage conflict and challenging situations as part of a first response team.

13. Utilise student and staff communications systems, including Alert Us, to enact business continuity and campus/service closure procedures related to specific incidents and scenarios.  

14. The role requires you to work flexibly supporting various activities throughout the year, which enhance the student experience and support the wider college e.g. careers events, open evenings – these at times may include presentations to students.

15. You will present a positive and professional image of Nottingham College at all times; you will therefore be expected to wear appropriate business attire/college issued attire whilst at work.

16. Complete a range of administrative tasks commensurate with your role and at the request of service managers within the wider team, supporting business objectives, including data inputting and responding to enquiries, reconciling feedback and complaints. 

17. To contribute to the strategic direction and operational effectiveness of the College.

18. Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college.

19. Deliver on key performance indicators across the College, aiming to deliver continuous improvement.

20. Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies

	
	


NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.




PERSON SPECIFICATION

	Role:  Receptionist
	E/D
	A
	I
	T

	Qualifications:  

	1
	Relevant Level 3 Qualification (Business Administration/Customer Service)
	D
	X
	
	

	2
	Microsoft Office Specialist Qualification
	D
	X
	
	

	3
	Qualified to Level 2 in English and Maths (GCSE at Grade C or Equivalent)
	E
	X
	
	

	Experience and Skills:

	4
	Experience of delivering excellent customer services within a complex and diverse organisation
	E
	X
	X
	

	5
	Experience of delivering services flexibly and positively to meet the ever-changing demand of the business and its customers
	E
	X
	X
	

	6
	Strong communication and interpersonal skills both written and verbal
	E
	X
	
	X

	7
	Experience of providing excellent administrative and record keeping skills
	E
	X
	
	

	8
	Experience of working proactively within a team to drive improvements, resulting in a great customer experience
	E
	X
	
	X

	9
	Understanding of student journey services
	E
	X
	
	

	Personal Attributes: 

	10
	Effective organisation and prioritisation skills and working with attention to detail
	E
	X
	
	X

	11
	Ability to build relationships across a range of teams within the organisation
	E
	
	X
	

	12
	Ability to present information accurately and confidently to a wide range of customers both internally and externally
	E
	
	
	X

	13
	Ability to cope with a demanding workload
	E
	
	X
	

	14
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	
	

	15
	Commitment to quality and excellence through evidence of continuing professional development
	E
	
	X
	

	16
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	X
	
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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