Job Description

Section A: Job Profile
The job profile outlines key information relating to the salary and working conditions e.g., location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Receptionist and Duty Officer – Music Service


	Salary:
	Grade 5


	Grade:
	

	Hours:
	Two posts: 15 hours per week term time only 10 hours per week term time only

	Team:
	Children Education and Families

	Service Area:
	Music Service

	Primary Location:
	The Centre for Music, Bayswater Rd, OX3 2FF

Please note we are actively looking at our ways of working using everything we have learnt and heard from our people about the organisational and personal benefits of agile working.  What you can absolutely expect from working at Oxfordshire County Council (OCC) is that you will have the support to do your job and deliver great results, wherever you are based.  Each role at OCC is different and we know the needs of individuals are also varied, and so our approach to where and how often we would like to see you in person will be taken depending on the requirements of the role and in collaboration with you as part of the recruitment process


	Budget responsibility:
	None

	Responsible to:
	Business Support Team Leader

	Responsible for:
	N/A

	Political Restricted Post:
	No


Job Purpose
	To provide a professional, welcoming and safe front‑of‑house presence at the Centre for Music during evening and Saturday activity. The postholder(s) will act as Duty Officer for the building, ensuring the safety of users, the effective operation of sessions and events, and the secure closing of the Centre.
This is a key role supporting children, young people, parents, tutors and visitors, and contributes directly to safeguarding, health & safety and the smooth running of Centre‑based activity.






Job Responsibilities 
	Reception and Front‑of‑House
· Meet and greet parents, pupils, staff and visitors in a friendly, calm and professional manner
· Act as the main point of contact for Centre users during evenings and Saturday sessions
· Respond to basic enquiries and liaise with teachers, managers and the office team where follow‑up is required
· Ensure appropriate sign‑in / sign‑out procedures are followed

Duty Officer, Safeguarding and Safety
· Take responsibility for the safety of all building users during duty hours
· Act as Fire Marshal / Duty Officer, including responding to incidents and emergencies
· Be First Aid trained and provide initial response where needed
· Ensure safeguarding procedures are followed at all times and raise concerns promptly
· Lock up and secure the building after each evening and Saturday session

Buildings and Premises
· Check rooms in advance of sessions, rehearsals and activities
· Carry out visual checks of rooms and shared areas before and after use
· Ensure rooms are left tidy, furniture returned and equipment checked
· Liaise with the Premises Manager to report any health & safety, security or maintenance issues

Administration and Coordination
· Liaise with the office team regarding room bookings and Centre usage
· Carry out simple administrative tasks to support the team, using Microsoft Office (email, documents, basic records) and our MIS
· Log issues, incidents or handover notes clearly and accurately
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Our Values 
Our organisational values underpin everything we do and say and are supported by policies, processes and guidance. In short, our values describe ‘the way we do things here’ so that we deliver great services for our residents. Our values are:
· Always learning
· Be kind and care
· Equality and integrity in all we do
· Taking responsibility
· Daring to do it differently 
Everyone that works for us demonstrates their commitment to these values.  We will ask you to demonstrate your commitment to these values, and their associated behaviours, throughout the application process.
Section B: Selection Criteria/Person Specification
[bookmark: _Hlk535396426]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have to perform the job. 

Each of the criteria listed below, and your commitment to our values, will be measured through the application form/CV (A) and optionally one or more of the following - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. 

	Essential Criteria
	Assessed By:

	Experience in a customer‑facing or reception role
	A

	Confident working independently and taking responsibility for a building
	A/I

	Calm, professional manner when working with children, families and the public
	/I

	Understanding the importance of health & safety and safeguarding responsibilities

	I

	Willingness to undertake First Aid and Fire Marshal training

	I

	Good IT skills, including Microsoft Office, and willingness to take on training on MIS

	A/I

	Reliable and available to work evenings and Saturdays, and for additional events by arrangement

	A/I

	Desirable Criteria
	Assessed By:

	Experience working in an education, arts or community venue

Experience acting as a Duty Officer or key‑holder

	A


A

	Familiarity with safeguarding in settings used by children and young people

	A/I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	R
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify):      



[bookmark: _Hlk535396535]Section D: Working Conditions

Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	☐
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	
	Face-to-face contact with members of the public


	☐
	Other (please specify): 




Working Pattern – Recommended Model
 two roles with different hour profiles. 
Post A – Approx. 10 hours per week (Term Time Only)
· Two fixed weekday evenings, e.g. 
· Monday & Wednesday, 4:30–9:30pm
· Plus occasional Saturdays (dep for Post B)
Post B – Approx. 15.5 hours per week (Term Time Only)
· Two fixed weekday evenings, e.g. 
· Tuesday & Thursday, 4:30–9:30pm
· Most Saturdays, 8:00am–1:30pm 
· Some Saturday afternoons 1:30 – 6pm
Job Advert
Receptionist and Duty Officer – Music Service
Oxfordshire County Music Service is looking for friendly, reliable and confident people to join our team as Receptionist and Duty Officer at the Centre for Music in Headington. This is an important front-of-house role, helping to ensure that children, young people, families, tutors and visitors receive a warm welcome and that our evening and Saturday music activities run safely and smoothly.
We are recruiting to two term-time only posts: one for approximately 10 hours per week and one for approximately 15 hours per week. The posts will include regular weekday evening work and Saturday cover during term time, with the working pattern agreed as part of the recruitment process.
About the role
As Receptionist and Duty Officer, you will be the first point of contact for Centre users during evenings and Saturday sessions. You will meet and greet pupils, parents, staff and visitors; respond to routine enquiries; support sign-in and sign-out arrangements; and liaise with tutors, managers and the office team where follow-up is needed.
You will also take responsibility for the safe operation of the building during your duty hours. This will include acting as Duty Officer, supporting safeguarding and health and safety procedures, responding calmly to incidents or emergencies, checking rooms and shared areas, and helping to secure the building at the end of sessions.
About you
We are looking for someone who enjoys working with people and can provide a calm, professional and welcoming presence in a busy education and community setting. You will be confident working independently, able to take responsibility when needed, and comfortable supporting children, young people, families and visitors.
You will need good communication skills, basic IT skills, attention to detail and a reliable approach to evening and weekend working. Experience in a reception, customer-facing, education, arts or community venue role would be helpful, although training will be provided where needed. You should also be willing to undertake First Aid and Fire Marshal training.
Key information
· Job title: Receptionist and Duty Officer – Music Service
· Salary: Grade 5
· Hours: Two term-time only posts: approximately 10 hours per week and approximately 15 hours per week
· Location: The Centre for Music, Bayswater Road, Oxford, OX3 2FF
· Working pattern: Evenings and Saturdays during term time, with occasional additional events by arrangement
· DBS: Enhanced Disclosure and Barring Service check with Children’s Barred List
Why join us?
This is a great opportunity to play a valued role in a lively and creative music education environment. You will help make the Centre for Music a safe, welcoming and well-organised place for young musicians and their families, while supporting the wider work of Oxfordshire County Music Service.
Oxfordshire County Council is committed to safeguarding and promoting the welfare of children, young people and adults. We expect all employees, workers and volunteers to share this commitment. We are also committed to equality, diversity and inclusion and welcome applications from people of all backgrounds.
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