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	JOB DESCRIPTION – RECEPTIONIST

	Purpose:
	Under the direction of Office Manager;
· Provide a reception service and operate the switchboard for the school and undertake clerical duties as required. 
· Work as part of the Support team to provide an adequate and efficient welcoming reception service to staff, students and the general public, dealing with enquiries linked to school matters and the community programme.

	Working Time:
	37 hours per week, term-time only plus 5 training days.

	Salary/Grade:
	Grade 3

	Disclosure level
	Enhanced

	Key Responsibilities:
	· Provide an efficient telephone switchboard service, ensuring efficient handling of messages to staff/pupils and close liaison with the other receptionist.
· To act as point of contact for staff, parents and pupils and for pupils needing to leave school or requiring first aid.
· Frank all outgoing mail and record details in post book, ensuring daily balance with readings from the franking machine and deliver post to the Post Office.
· Undertake a variety of clerical work to support the school as and when required.
· Assist with the maintenance of attendance, using the current registration system.
· Assist with the inputting of the behaviour monitoring reports using the current system.
· Assist with the input of pupil data onto SIMS.net as and when required.
· Undertake general filing, photocopying and other routine tasks.
· Undertake first aid training.

	Responsible to:
	· Office Manager

	General Responsibilities:
	Health and safety
You have a legal duty to take reasonable care of your own health and safety and that of others and you are expected to be familiar with, and adhere to the Academy/School’s Health and Safety Policy.

Child Protection/vulnerable adults statement 
The School/Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 

You will be expected to support this approach in the context of your role and to adhere to and ensure compliance with the school’s Safeguarding policies and procedures at all times. If in the course of carrying out your duties you become aware of any actual or potential risks to the safety or welfare or children in the school s/he must report any concerns to the school’s Designated Safeguarding Lead.


School values 
Ensure your work, communication and approach conforms to the school values of the School and the wider Academy. Keep up to date, and comply with the School/Academy Rules, Policies and Procedures at all times, as detailed in the School Code of Conduct. 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Catholic Life
To make a positive contribution to the wider life and ethos of the school in supporting the school in meeting its legal requirements for worship.

Special Conditions
Education is an ever-changing service and all staff are expected to participate constructively in schools activities and to adopt a flexible approach to their work.

The job description will be reviewed annually during the performance review process and will be varied in light of the business needs of the school.

The job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.


	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
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