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Douay Martyrs School

	Post title
	Receptionist

	Salary 
	£25,489 p.a.

	Introduction 
	At The Douay Martyrs Catholic Secondary School, we are committed to delivering quality education rooted in our Catholic ethos. Our mission is to provide a supportive environment that inspires and challenges students to reach their full potential. We believe that alongside excellent teaching, dedicated support staff play a vital role in nurturing our students’ spiritual, emotional, and social development.
Through teamwork and professionalism, our support staff ensure that the school runs smoothly and that every student is cared for, safe, and encouraged to thrive. By working closely with colleagues and students, you will contribute to a positive and inclusive community where our shared values are lived out daily.
As a member of our support staff team, you will be instrumental in enabling both staff and students to achieve excellence, providing essential services and care that make a real difference in the life of the school.

	The purpose of post
	The School Receptionist is the first point of contact for visitors, parents, students, and staff. The postholder provides a welcoming and professional front-of-house service, manages incoming communications, and ensures the smooth running of the school office. This role is essential in maintaining a positive impression of the school and supporting operational efficiency. Flexibility is required during peak periods such as the start of term, exam season, and school events.

	Key areas of responsibility
	Front of House
· Welcome and greet students, staff, parents, and visitors in a professional, courteous, and friendly manner, acting as the first point of contact for the school.
· Manage the signing in and out of all visitors, ensuring safeguarding, security, and site procedures are strictly followed at all times.
· Check, verify, and record visitor identification, including Disclosure and Barring Service (DBS) status, in line with school safeguarding policies.
· Ensure visitors without an appropriate DBS check are never left unsupervised and are accompanied by an authorised member of staff or chaperone while on site.
· Issue visitor badges or lanyards and ensure they are worn visibly and returned upon departure.
· Inform all visitors of the school’s fire and emergency evacuation procedures, including alarm signals, assembly points, and expectations during an evacuation.
· Provide accurate information and appropriate guidance to callers, visitors, and staff, escalating safeguarding or safety concerns in accordance with school procedures.
· Maintain vigilance regarding safeguarding responsibilities and promptly report any concerns.
· Ensure the reception and office areas are welcoming, secure, and well-maintained, reflecting the professional, safe, and friendly ethos of the school.
Telephone and Email Communication
· Answer, direct, and take messages for incoming calls and emails promptly and courteously.
· Monitor and respond to the shared school reception email inbox.
· Relay messages and information accurately to staff and leadership teams.
Administrative Support
· Receive and distribute incoming post, deliveries, and school correspondence.
· Assist with administrative tasks for school events, meetings, and exams.
· Support the wider administrative team as required, including filing, scanning, and data entry.
General Duties
· Assist in emergency procedures, ensuring visitors and staff are accounted for.
· Maintain confidentiality at all times in line with data protection and safeguarding policies.
· Support school events and peak periods, including the start of term, exam season, and parents’ evenings.

	Reporting to 
	Office Manager
	Performance 
Management
	

	Organisation
	The Receptionist supports safeguarding, operational efficiency, and the overall experience of staff, students, and visitors.

	
	Other duties as assigned by the Headteacher 

	Person Specification 
	Essential:
· Previous experience in reception or administrative roles, ideally in a school or customer-facing environment.
· Excellent communication and interpersonal skills.
· Strong organisational skills and the ability to prioritise tasks effectively.
· Good ICT skills, including Microsoft Office and email management.
· Professional, courteous, and welcoming manner.
· Awareness of confidentiality, data protection, and safeguarding requirements.
Desirable:
· Experience working in a school environment.
· Familiarity with school management systems (e.g., SIMS).
· Ability to support basic administrative functions beyond reception duties.
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