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	Job Description and Person Specification

	Job Title:
	Receptionist/Clerical Assistant

	Reports to:
	Business Support Manager

	Responsible for:
	N/A

	Location:
	Bury Music Service

	Pay Grade/Rate:
	SCP2 FTE £23,656 (actual salary £15292.70)

	Working Hours:
	26.75 per week, including Saturdays, term time only (39 weeks + 4 weeks holiday pay + 1 week to be worked throughout the year)

	Purpose of the Post 

	To provide a welcoming, professional and effective front of house service to Bury Music Service. 
To provide administrative support and assistance to service managers and tutors.

	                                                           Responsibilities	

	Main duties may include, but are not limited to:
Receptionist 
· Provide a welcoming front-of-house service, handling enquiries in person, by phone, and via email. 
· Resolve general queries and direct enquiries appropriately. 
· Ensure the effective running of Reception by working as part of a team, acting as first point of contact for service. 
· Answering and redirecting calls and messages efficiently via phone, email and Teams. 
· Welcome visitors to the centre, ensuring they sign in and out of the building. 
· Sign students in and out of the building and manage fire evacuation list during emergencies. 
· Dealing with day-to-day enquiries from students, parents, staff and visitors. 

Administration Duties 
· Undertake a wide range of clerical, administrative and general duties. 
· Use Microsoft Word, Excel or other software packages to provide a high quality and efficient service in preparing documents and/or reports. 
· Provide information and guidance to students and potential students/parents regarding service tuition, ensembles and activities. 
· Input and maintain accurate records on students and instrument loans on service records/spreadsheets and the Melded database. 
· Help process student applications by following procedures. 
· Collect in hard copies for Reprographics orders. 
· Support music centre activities and in-house performances as and when required.
· Support tutors with photocopying letters and music etc. and in getting ready instruments for collection and delivery to schools.

General  
· Undertake relevant First Aider/ Fire Marshal training. 
· To be a key holder, locking up the building alongside other staff.
· Report any general issues to Business Support Manager.

· Observe all BMS policies including Safeguarding and Health & Safety; promote and safeguard the welfare of children and young people, with a mandatory responsibility to report any identified concerns to the relevant professional.
· To always uphold and maintain professional standards in line with the Caldicott Principles, not bringing the service into disrepute through actions in and out of work.
· Regularly reflect on and develop your own professional practice; to undertake a range of Continuing Professional Development, training, and networking opportunities. 
· To undertake any other duties commensurate with the role as required by the Head of Service.

	Education and Training
	Measure
	Rank

	· Good standard of general education at GCSE level or equivalent. 
· High level of IT skills. 
· Willingness to undertake further training relevant to the post. 
· First Aid trained or willingness to work towards.
· Recognised IT qualification(s) to a good standard 
· Evidence of continuous professional development
	A/C
A/T
A/I
A/I
A/C
A/I
	E
E
E
E
D
D

	Experience
	Measure
	Rank

	· Previous experience of working in an administrative role. 
· Experience of using Microsoft Office Suite (Word, Excel, PowerPoint and Outlook) to an intermediate level. 
· Experience of using computerised administration and data systems.
· Previous experience working in a front of house/customer service role. 
· Previous experience with mail-merges and spreadsheets 
· Previous experience of working in an educational setting
	A/I
A/T

A/I
A/I
A
A/I
	E
E

E
D
D
D

	Knowledge
	Measure
	Rank

	·  An understanding of how to handle sensitive data of a confidential nature. 
· Knowledge of customer services/care approach to work. 
	A/I

A/I
	E

E

	Skills and Competencies
	Measure
	Rank

	·  Attention to detail/accuracy. Excellent organisation and time-management. 
· The ability to handle pressure, to prioritise tasks and to meet deadlines. 
· The ability to behave in a corporate way, communicating and promoting the service’s vision and values.
· The ability to communicate effectively with a wide range of individuals and groups, both verbally and written. 
· Good problem-solving skills. 
· Ability to cope with unexpected situations. 
· Ability to work effectively as part of a team but also to work using your own initiative.
	A/T

A/I
A/I

A/I

A/I
A/I
A/I
	E

E
E

E

E
E
E

	Additional Requirements
	Measure
	Rank

	· An interest in the education sector. 
· Willingness to contribute to whole service events.
· A supportive and empathetic approach to students. 
· Enthusiasm and commitment for the post.
	A/I
A/I
A/I
I
	E
D
E
E


A= Application I=Interview C=Certificate E= Essential D= Desirable
Bury Music Service is committed to enabling all children and young people, regardless of background or circumstances, to discover or develop their unique musical ‘voice’ and express themselves through the language of music. 
Safeguarding and promoting the welfare of children, young people and vulnerable adults are of paramount importance, and Bury Music Service expects all colleagues to share this commitment. 
We are proud to be a Disability Confident employer and guarantee an interview to anyone disclosing a disability whose application meets the minimum criteria for the post. 
An enhanced DBS ‘Disclosure and Barring Service’ check for regulated activity and the Children’s and Adults’ Barred List checks will be required for this role.
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