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Job Description

Career Cluster: 
Health Wellbeing and Care 
Title of Job:

Receptionist/Technician – Hair and Beauty




Responsible to:
Curriculum Leader - Hair, Beauty  
Key Purpose:
To manage and support the teaching staff and students whilst maintaining a focused salon service area

Grade:


 
Location:

 Paddington Green
Hours/working pattern: 17.5 hours
	MAIN DUTIES AND RESPONSIBILITIES 



1. To promote the salons and the services offered.
2. To manage and maintain salon customer service area and to undertake budgetary control and care at all times.

3. To facilitate the access of students to those materials and resources which support their learning programmes.

4. To provide technical support for both teachers and students and assist with the induction and training of new staff.

5. Ensure that the salons and equipment are kept clean and in good repair.
6. Coordinate and monitor stock control, receive deliveries of material and/or equipment.

7. To maintain the Hairdressing and Beauty reception area.

8. To assist and support staff and/or students in the effective and safe operation of the designated work areas and in the use of related equipment/resources. 

9. To service the designated learning environments and to secure the effective maintenance of designated equipment/learning resources, e.g. by: providing equipment, instruments, tools etc. in a clean and tidy manner, assembled and transported as directed. 

10. Clearing away, cleaning and tidying equipment, instruments and tools etc. together with designated areas.

11. Carrying out or arranging for the regular maintenance of all designated equipment, tools, instruments etc.

12. To operate and demonstrate the use of instruments and equipment to staff and students if required which includes IT hardware and software as required. 

13. To liaise with lecturing, and other staff in the curriculum area, administrative staff, contractors, suppliers etc. and with Learning Resource staff in the development and operation of learning resources facilities. 

14. To secure the provision of technical services within the curriculum area.

15. To maintain a client database and utilise this as a marketing tool to promote the salon and services offered.
16. To assess learners on reception and supporting nits relating to their qualification.

17. To undertake any training relevant to the efficient execution of any of the above duties and tasks and to take responsibility for his/her own professional development in his/hers own subject area.

18. To conform to and sustain, at all times, the College’s policies regarding Equal Opportunities, Health and Safety, Staff Development and Appraisal.

19. To identify and implement COSHH in the salon and dispensary areas.

20. To assist and coordinate students in the taking of monies for hairdressing/beauty/retail services. 

21. To total, cash up monies at the close of practical classes and to reconcile takings on a weekly basis.

22. Order and process orders for goods and services.

23. To assist in the organisation and delivery of designated projects internally and externally.

24. To assist with the student uniform, kit and locker allocation.

25. Carry out and review all risk assessments within the hair and beauty salons. 

Additional essential responsibilities:

1.
To undertake any training relevant to the efficient delivery of any of the above duties and to take responsibility for the post holders own professional development.

2.
To undertake any such other, broadly analogous task as the Principal or their delegate may from time to time determine, or the demands of the College may require.

3.
To carry out the above duties at all times with the College’s Equal Opportunities, Health and Safety, No Smoking and Quality Management Policies.

4.
To carry out his/her duties and responsibilities at all times with due regard to the College’s Safeguarding, Equal Opportunities, Health & Safety, No Smoking and Quality Management Policies.

Special Conditions

1.
The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues

2.
The post holder will be contracted to work for a defined number of hours per week but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.

3.
This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.

This job description is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder. 

July 21
Person Specification
	Receptionist/Technician – Hair and Beauty
Person Specification & Short listing criteria
Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	Qualification in hairdressing or beauty therapy
	(
	

	1.2
	Educated to GCSE/Level 2/3
	
	(

	1.3
	Demonstrate experience of finance
	(
	

	2
	Experience/Knowledge
	
	

	2.1
	Experience and technical knowledge of either hairdressing or beauty therapy
	(
	

	2.2
	Experience of handling cash, credit cards and organising monies for banking
	(
	

	2.3
	Experience of managing staff and students including their strategic development
	(
	

	2.4
	Experience of dealing systematically and professionally with people from a variety of different backgrounds
	(
	

	2.5
	Good experience and knowledge of health and safety procedures and practices
	(
	

	2.6
	Experience of reception/technical work
	
	(

	3
	Skills/Abilities
	
	

	3.1
	Computer literate and IT skills enabling full use for the hair and beauty computer system
	(
	

	3.2
	IT experience and knowledge to maintain and update a client data base and  the auditing of stock control
	(
	

	3.3
	Ability to work effectively on own initiative and with minimal supervision
	(
	

	3.4
	Ability to promote and sustain effective team work
	(
	

	3.5
	Good organisational and administrative skills
	(
	

	3.6
	Able to maintain standards and good management of learning situations
	(
	

	4
	Qualities/Genuine Occupational Requirements
	
	

	4.1
	Enthusiastic and able to inspire students and clients


	(
	

	4.2
	Prepared to participate in new developments and contribute professional advice
	(
	

	4.3
	To have an understanding of, and commitment to

Equal Opportunities in  practice.


	(
	

	4.4
	In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

· Attitudes to use of authority and maintaining discipline.
	(
	


