St Malachy's College

JOB DESCRIPTION

Job title:
Part-Time Receptionist/Administrative Assistant (Maternity Leave Cover)
Responsible to:
The Principal through the Bursar

Job purpose:
To act as the first point of contact for visitors to the College, and to provide clerical and administrative support in the office

Essential Criteria
5 GCSE's/O Levels including English and Maths (grades A to C) or equivalent qualifications.


Fully conversant with Microsoft office applications.

Desirable Criteria
A minimum of 1 year’s relevant experience working in an office environment. Word-processing experience/qualification. Knowledge of the C2K computer system.

Main Duties and Responsibilities:

1.
Receiving all visitors to the College, providing information, making appointments, informing staff of arrivals, and provision of hospitality as required;

2.
Operating telephone switchboard, taking and forwarding messages;

3.
Provide secretarial services to the Vice Principals, Senior Management Team, Heads of Department and other Teaching staff as and when required.
4.
Extensive use of C2K computer system and Microsoft Office software; including preparation of powerpoint slides for presentations. Set up and maintenance of databases for various school activities and events.
5.
Provide word processing/typing, filing, duplication and photocopying in support of administrative processes, including the use of e-mail, intranet, and internet facilities, where appropriate;

6. Undertaking general office duties, assisting in preparation of mail-outs and general student correspondence. 
7. Under the direction of the Principal and Bursar, to act as monitoring officer for recruitment, to make arrangements for interviews and the appointments process for recruitment of staff;
8. Ensure the secure storage of valuable items, including mobile phones and confidential documentation;
9. Assisting with the organisation of materials for College events including Open Days, Parent’s evenings, concerts, plays etc. maintain diaries, arrange appointments, meetings and provide a secretarial service for all staff within the College;
10. Sort, screen and distribute mail to relevant staff;
11. Carrying out any other duties within the scope, spirit and purpose of the job, the title of the post and its grading as may be assigned by the Bursar from time to time.

Pay Range:
£12.52 to £13.16 per hour 
Hours of work:

From September to June, 21.5 hours per week (Wednesdays and Thursdays, 8.45am to 4.45pm, Fridays 8.45am to 4.30pm). 
From July to late August, 18.5 hours per week (Wednesdays and Thursdays 8.45am to 4pm, Friday’s 8.45am to 3pm).
You will receive a 15 minute tea break in the morning and 45 minutes for lunch.

Pension: NILGOSC Pension Scheme

