Haileybury Almadty

Job Description

Job Title: Receptionist

Department: PR and Marketing department
Report to: Marketing and PR Director
DUTY STATEMENT

A Receptionist in the Haileybury Almaty School shall
provide the administrative support across the school. A
Receptionist must display a high degree of
professionalism & diplomacy in dealing with the visitors,
students, and staff, parents and outside partners.

RESPONSIBILITIES

v' Greet and welcome guests/parents/staff as soon as
they arrive at the school

v Direct visitors to the appropriate person and office

v Answer, screen and forward incoming phone calls

v Provide basic consultancy on what school offers
Close cooperation with Admissions function.

v Ensure reception area is tidy and presentable, with all
necessary stationery and material (e.g. pens, forms
and brochures)

v Provide basic and accurate information in-person and
via phone/email

v Receive, sort and distribute daily mail/deliveries

v Maintain office security by following health and
safety procedures and controlling access via the
reception desk (maintain a logbook, issue visitor
badges)

v' Make a comprehensive registration of pupils, parents,
school staff and contractors through data entry and
maintenance of an electronic access register.

v Collect personal data of the above categories in order
to issue electronic passes.

v" Make up to date adjustments (redundant staff, barred
access, etc.) to the electronic access register.

v" Submit applications for electronic passes issue.

v Keep track of those present at school.
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HomxnoctHas MHCTpyKUMA

Ho3unus: Pecenmmmuonuct

Otaea: Otaen MapkeTHHra 4 CBI3SIM C
00111eCTBEHHOCTHIO

B nogunHenum : JIupexkTop M0 MAPKETHHIY U CBSI35IM €

00IeCTBEHHOCTLIO

O01me 1M0J10KeHUs

Pecenmmonuct mkonst Haileybury Almaty o6ecnieunBaer
HOIJICPIKKY
JACATCIIbHOCTU IIKOJIBI.
JICMOHCTPHPOBATh BBICOKHI YPOBEHb MPOpECCHOHATIM3MA U
JUIUIOMaTHYHOCTH B KOMMYHHUKAIMH C TIOCETHUTEISIMH,
yYaIMMHUCS, COTPYIHUKAMH, POTUTEISIMH M TMapTHEPAMH
IIKOJIBI.

Oobs13aHHOCTH

[0  BONpPOCaM  aJMHUHUCTPATUBHOMN

Pecenmmonuct JOJKEH

[IpuBeTCTBOBATH BXOJAIIUX B 3JaHUE TOCTEH/poauTenei/
COTPY/JIHUKOB.

Hamnpapnare rocteit Kk COOTBETCTBYIOIIUM COTPYAHUKAM
U CITy»0aM [IKOJIBI

OTBe4ath, pacpeaeisaTh TeJie(OHHbIC 3BOHKU U
HATPaBJIATh UX aJ[pecary.

ITpoBOAUTE OCHOBHYIO KOHCYJIBTAIIHIO IO BCEM
acrmeKTaM MIKoJIbl. TecHoe B3auMOJIcHCTBHE 110
BOIPOCAM MpHEMa yUaIIuXCcsl.

O0ecrneuuTh MOPSIIOK U MPE3EHTA0ETbHOCTD 30HEI
PECETIIIH, HaJMYie HEOOXOIUMBIX KaHIICIAPCKUX
TOBApOB M MaTepuaia (B YaCTHOCTH PYUYKH, OJIAHKU U
OpoIItopHI).

IIpenocTaBnsTh OCHOBHYIO M TOUHYIO HH(POPMAITUIO
JIMYHO M 110 Tese(OoHy/31.moute

[MpuHuMaTh, pacrlpeneNiaTh ¥ pa3faBaTh CIKCITHCBHYIO
MOYTY/TIOCBUTKH

[MonnepkuBaTh pabouee MeECTO, Ciemys NpoIeaypam
0e30MacHOCTH M OXpaHbl TpyJa H O0eCIeYHuBaTh
KOHTpPOJIb JIOCTYNa 4Yepe3 pecenimH ( BECTH y4eT IIo

JKYpHAITY perucTpaiui, BBIIABATh OeimKu
ITOCETUTEISAM).

Bectn BcecTOpOHHMII yueT ydamuxcs, pOJAUTENEH,
MepcoHana INIKOJIBI W paOOTHUKOB  MOAPSAHBIX

OpraHM3alui, 3aJeHCTBOBAHHBIX Ha BBIMOJIHEHUH PaboT

B IIKOJE, C 3aHECEHHEM JAaHHBIX U BEJCHUEM
3JIEKTPOHHOI'O PeecTpa AOCTYIA B IIKOTY.

[TponzBoauTh cbop MePCOHATBHBIX JTAHHBIX
BBIIEYKA3aHHBIX  KaTeropui, Id  OQOpPMIICHUS

SJIEKTPOHHBIX MPOIMTYCKOB.
CBOEBPEMEHHO BHOCUTH KOPPEKTHUPOBKY (YBOJICHHBIE,
3alpeNIeHHBIA JOCTY W T.A.) B DJIEKTPOHHBIN peecTp
JIOCTYTIA B LIKOJY.
ITogaBaTe 3asiBKy Ha
IIPOITYCKOB.

H3rOTOBJICHUC  BJICKTPOHHBIX
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v" Provide weekly extract from the electronic access
report on the arrival and departure of pupils, school
staff and contractors.

Collect information about clients’ vehicles in order to
form a vehicle access-control register.

Make up to date adjustments to the electronic vehicle
access register.

Keep in contact with school clients on the relevance
of the information they provide to get access to the
school (if necessary, but at least every six months).
On a weekly basis, share obtained information about
access control with the representative of the service
company.

Make pupils registration.

Make time & attendance records for all pupils.
Complete and submit required documentation or
electronic data as requested by school administration.

ANANRN

Assist the school administrative
emergency/medical situations

team during

Perform operations on ISAMS program

Efficiently manage and prioritise the complex
demands of a wide range of duties and
responsibilities

Make translation from English into Russian, and
from Russian into English.

Provide other receptionist services such as filing,
photocopying, transcribing and faxing.

<]

Child protection, Safeguarding and Health &
Safety

Everyone who works at Haileybury Almaty has the
responsibility for promoting the safeguarding and welfare
of children.

v' Promote and safeguard the welfare of children and
young persons for whom you are responsible and with
whom you come into contact;

Maintain good order and discipline among the pupils
and safeguard their health and safety, both when they
are on the school premises and when they are engaged
in authorized school activities elsewhere;

Be aware of school policy and procedures regarding
Child Protection and Safeguarding, and attend relevant
training as required.

Report all causes for concern to the Designated Senior
Lead,;

v

PERSONAL REQUIREMENTS
Essential Minimum Requirements

XX

X

3anura

Bectn exemHeBHBIH MOHHUTOPHHT TPHUCYTCTBYIOIIUX B
IKOJIE.

ExeHenenbHO NpeAOCTABIATE BBIIUCKU U3 3IEKTPOHHOTO
0TYeTa CUCTEMbI KOHTPOJIS OCTYMA O IPUOBITUN-YOBITHH
yYaluxcs, TMepcoHalla  IIKONBI W TOJPSIIHBIX
OpraHu3aluiil.

[IpoBoaute cOop uHPOpPMAaNKUKU OO0 aBTOTPAHCIIOPTHBIX
CpeIcTBax KIHMEHTOB, id (OpMHUpOBaHUS  peecTpa
MIPOITYCKHOTO PEKUMa aBTOTPAHCIIOPTHBIX CPEJICTB.
CBOEBpPEMEHHO BHOCUTH KOPPEKTUPOBKY B AJIEKTPOHHBIN
peecTp IoCTymna aBTOTPAHCTIOPTHBIX CPEIICTB.
[lomnepxuBaTh CBS3h C KIMEHTAMH IIKOJBI IO BOIIPOCaM
aKTyaJIbHOCTU TMPEJOCTAaBICHHbIX HMMHU CBEICHHH IS
JOCTyna B KONy (M0 HEOOXOIMMOCTH, HO HE pexe
Ka)kKIIbIe TIOJITOa).

[IpoBomuTh  eXeHenenbHBII  OOMEH  TOJyYeHHOUH
uHQOpPMaMK O JOCTYNEe B LIKOJY C MpPEACTaBUTENeM
o0CITyXKHBaroIIe KOMITAHHH.

PeructpupoBath ydammxcs

CocTaBnATh OTYET MOCEUICHNS yYaIlIuXCs

CocraBnarth u OTIPABJIATh HEOOXOUMYIO
JMOKYMEHTAIINIO WM JJIEKTPOHHYIO 0a3y ITaHHBIX I10
TpeOOBaHUIO aMHUHUTCPALIUH LITKOJIBI

Oxa3plBaTh  ITOMOIIIb COTpYIHHKAM B MOMEHT
Yep3BBIUAMHBIX CHUTYallMil\ OKa3aHHsS  MEIMIIHHCKOU
TTIOMOTITH

BoimonssaTh 00s3aHHOCTH, cBsizaHHBIE ISAMS
PanmonansHO ~ ympaBnsATH  BpEMEHEM M YMETh
yCTaHaBIMBATh NPUOPUTETHl TIPH  IIHPOKOM Kpyre
00s13aHHOCTEH U (PYHKIIMOHAJILHOW OTBETCTBEHHOCTH
BrINONHATE IEPEBO/BI ¢ AHITIMICKOTO A3bIKa HA PYCCKUMN
1 Ha00OpOT.

BeimonHsaTh Apyrue GyHKIUN PECENIIINOHUCTA TAKHE
Kak oopMIIeHHE, KCEPOKOITHUS, 3aITUCh HHPOPMAIUH 1
OTIpaBiIeHre HHPOpMAIHH TI0 (akcy.

npas Oobecneyenne

pedeHKka, 3alMUTHI,

0e30MacHOCTH M OXPaHbI TPyaA.

Kaxnapiii, kto paboraer B Haileybury Almaty, Hecer
OTBETCTBEHHOCTb 3a COJICHUCTBHUE 3aIUTE U OJIArONOIydrIO
JleTel.

v' TloowpsTe M 3alIMINATL OJArornoaydde JeTed u
MTOAPOCTKOB, 3a KOTOPBIX BBI HeceTe
OTBETCTBEHHOCTh M C KOTOPHIMHU BBl BCTYIAeTE B
KOHTAKT;

IMonnepxuBath MOPSAOK W JUCIHUIUIMHY Cpeau
ydamuxcsa nu COHeﬁCTBOBaTB OXpaH€ uX 310POBbLA U
OesomacHocTH, BO BpeMms  NpeObIBaHHUA  Ha
TEPPUTOPUM IHKOJIBI, W KOrga OHHU IIPUHHUMAIOT
ydacTHe B Pa3pelIeHHBIX IITKOJION MEPOTPUATHIX 3a
npeaenaMuy IIKOJIBI.

3HaTh WIKOJNBHYIO TOJUTUKY U  MPOLECAYPHI,
Kacaromniecss  3aruThl Ilpap nereil, u npu
HEOOXOJUMOCTH  TIOCEIIaTh  COOTBETCTBYIOIIHEC
TPEHUHTH.

Coo0mate 000 BCEX COMHUTEIBHBIX CHTAYITUIX

aBTOPU30BAaHHBIM IIIKOJIOH COTPYIHUKAM.
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An understanding and ability to demonstrate practical
support of the School ethos

Be highly competent in the use of the English
language and have the ability to compose letters and
documents when necessary

Be an efficient and effective administrator, with an
ability to work well under the pressure of deadlines
Possess excellent interpersonal and communication
skills with school staff, pupils, parents and partners
Possess self confidence and a willingness to accept
responsibility

Be a lateral thinker, able to negotiate and co-ordinate
at critical times

Ability to show flexibility when required

Ability to demonstrate high levels of skill in people
management with staff, students, parents and external
stakeholders

Ability to demonstrate high skill levels in computer
software packages, including Word, Excel,
PowerPoint, Outlook and the internet
Be able to enthuse and inspire colleagues to create a
positive collaborative working environment
Be someone who enjoys the chance to participate in
regular professional development
Possess patience and flexibility when dealing with a
range of situations and people, including the ability to
respond to staff, student, parent needs

Skills
School Secretary must demonstrate the following skills:

N N N N

team building skills

analytical and problem solving skills

decision making skills

effective verbal and listening communications skills
attention to detail and high level of accuracy

very effective organizational skill

effective written communications skills

programs, and e-mail at a highly proficient level
stress management skills

time management

JIMYHOCTHBIE KaYecTBa

v' [loHUMaHWEe ¥ YMEHUE BHEPSTH MOJUTUKY [IKOJIbI
v Bazerh aHIJIMMCKOM SI3bIKOM Ha BBICOKOM YPOBHE H

WMETh HAaBBIKM COCTaBICHMS JICJIOBBIX IUCEM U
JIOKYMCHTAITVH
v' O6nazathb HaBBIKAMH KBATH(HUITUPOBAHHOTO

aJIMUHHCTPATOPA, YMEIOIIEro paboTaTh B COOTBECTBHU C
MOCTaBJICHHBIMH CPOKAMHU

v Buaznersb OTIMYHBIMH MEKITMYHOCTHBIMHA u
KOMMYHHKATHBHBIMH HABBIKAMHU

v/ O6nasaTh KauecTBaMHM yBEPEHHOIo B cebe YeaoBeKa W
CIOCOOHOCTh HECTH OTBETCTBEHHOCTh 33  IMPUHSATHIC
peleHus

v YMeHHe JEMOHCTPHPOBATH AUIIOMATHIHOCTh

v O6asaTh HABBIKAMM YIPABIEHHS M B3aUMOJIECHCTBUS C
MEPCOHAIOM, YYCHUKAMU, POJAUTEIIMH, TApTHEPaMU

v/ Bianerb BBICOKHM YPOBHEM 3HAHMH KOMITBFOTEPHBIX
nporpamm, Bkarouas Word, Excel, PowerPoint, Outlook
U MHTEPHET

v BHeIpATh ¥ BIOXHOBIATH COTPYAHMKOB Ha CO3/IAHUE

v

v/ TI03UTHBHOM paboueil aTMO(eps

v )Kenanwe  TOCTOSHHO — TOBBIIATH
KBaTM(DUKATIAN

v/ O6nazaTh TaKMMH KayeCTBAMM KaK TOJEPAHTHOCTH |
JUIJIOMATHYHOCTh B OTHOIICHUM C COTPY/HUKAMH,
YUCHUKAMU, POJUTEISIMU

CBOH  ypOBEHb

Hagbikn

CexkpeTapb IIKOJIbI JOKEH UMETD CIICAYIOIINE HABBIKH:

v’ VMeHue paboTaTh B KOMaHIe

v/ QHAIMTHYECKUE CIIOCOOHOCTH M YMEHUE PELIATh BOIPOCHI

v/ yMeTh NIPUHUMATH PEIICHUS

v' Brazeth 3G HEKTHBHBIME KOMMYHHKATHBHBIMA
HaBBIKAMH

v/ yMeThb 00pamiaTh BHUIMaHKUE Ha JIETAIU U ObITh
aKKypaTHBIM

v/ 00J1a1aTh OPraHU3aTOPCKUMH CIIOCOOHOCTIMH

v/ 00J1a/1aTh BEICOKMM YPOBHEM MUCHMEHHOW pedn

v/ BJAJIETh IPOrPAMMO SJICKTPOHHOM MOYTHI HA BBICOKOM
YpOBHE

v/ yMeHHE yIpaBJisATh CTPECCOBBIMU CHTYAILHUAMU

v/ yMeHue yIpaBisiTh BpeMeHEM

Employee Signature

Date

Marketing and PR Director ‘s signature Date




