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	JOB DESCRIPTION – RECEPTIONIST 

	
Key Purpose of Job
To provide a professional and efficient reception service for the school and assist with general administrative tasks from 8.30am – 3.30pm.    


	
Key Responsibilities: 
· being the first point of contact to meet and greet visitors to the school, signing pupils, staff and visitors in and out, ensuring full compliance with safeguarding criteria and to deal with enquiries from staff and pupils;
· answering the telephone politely and promptly, taking messages and ensuring they reach the appropriate person, monitoring voicemail messages;
· reporting any problems with the telephone system and ensuring the holiday messages are in place;
· assisting fellow administrators and the Attendance Officer as required;
· undertaking the Lead First Aider role - being the first point of contact dealing with parents, pupils and staff; 
· general administrative support including: word processing simple documents and letters, scanning, updating basic pupil and staff information;  
· distributing post, logging deliveries, arranging for Parcelforce collections and taking post to the Post Office at the end of the day;
· liaising with school bus companies regarding school closures and opening times;
· issuing temporary bus passes to students and maintaining bus lists;
· keeping the reception desk and areas clean and tidy at all times.  


	
Other Duties
· To be familiar with and adhere to all school policies.
· To fulfil your duties and responsibilities regarding safeguarding pupils and health and safety.
· To support the aims and ethos of the school and promote good relationships with students, colleagues and parents.
· To set a good example in terms of dress, punctuality and attendance.
· To participate in the School’s arrangements for annual reviews and professional development.
· Under the direction of the Principal and Line Manager carry out any other reasonable tasks.


	
Line Management: Responsible to the PA to the Principal and HR Lead 


	
Conditions of Service: NJC for Local Government Services  
Hours: 8.30am – 3.30pm: 26 hours per week (4 days) 
Term time only post: 38 weeks per year (term time only) + 5.6 weeks paid holiday entitlement (min)
Salary: Grade 5 Pts: 5-7:  £25,584 - £26,403 pro rata 
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