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Receptionist
The information contained below is to help staff understand and appreciate the work content of their post and the role they are to play in the operation. However, it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used, in which case all the usual associated duties are included in this job description. The post is subject to enhanced DBS clearance.

	Job Title
	Receptionist

	
	

	Reporting To
	Office Manager

	
	

	
	To provide a high quality customer focused administration service

	Job purpose
	

	
	

	      Liaising with
	Parents, students, visitors colleagues, external suppliers and
members of the public/local community

	Main Duties - Reception


	· To answer, manage and direct all telephone calls to the school efficiently and 
effectively.

· Communicate/liaise with staff, students, parents and agencies.

· To phone parents and carers to communicate messages from school.
· To carry out follow-up calls to parents where responses have not been received in  

respect of invitations to events, educational trips, parents’ evenings. 
· Monitor the intercom/CCTV system ensuring the safety of students and staff by only 
allowing entry to legitimate visitors.

· To ensure visitors are signed in according to the Academy’s protocol.

· Ensure the correct checks have been carried out and the correct coloured lanyards 
are given to visitors to show their DBS status.
· Deal with student queries.

· Sign students in and out where necessary.

· Manage reception diary to ensure it is fully up to date with meetings, student movement and events to enable a smooth transition between Receptionist covers.
· Manage a meeting room booking system.
· Follow the Fire Drill protocol.
· Sign for deliveries and collections.

· Operate a loan system for student ties.

· Prepare and issue ID cards to new staff.
· To support the Administration Assistant with photocopying.
· Welcome supply staff and issue them with the relevant safeguarding/academy 
processes information.
· To provide supply staff with their timetable for the day, including class registers
· To open and distribute incoming mail.

· Frank and record outgoing mail.

· To support the Attendance Officer with inputting and recording any paper attendance registers into the Academy system.
· Manage the lost property in school.
· To undertake First Aid training and be the Lead First Aider in school; arranging a support rota and carrying out stock checks.
· Perform any task or duty under the reasonable direction of the Office Manager/Headteacher.



