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RIVERSIDE BRIDGE SCHOOL
INSPIRE, EMPOWER, ACHIEVE

Main purpose of the role
The Receptionist will prov'Ld.e a professlono.l, we[com'mg and eﬁlclent front-of-hou.se service

for Riverside Bridge School.

The postholder will act as the f'Lrst point of contact for PU.Pi.I.S, familles, visitors, staff and
external professi.ono,ls, ensuring the reception area operates safelg, co.l.m.lg and eﬁ:ectively
within a lo.rge spec'Lo.l'Lst SEND environment.

The role will su.pport the smooth do.g—to—do.g opero.t'Lon of the school throu.gh eﬁectlve
communication, visitor management, safegu.ardi.ng procedu.res, administrative support and
the co-ordination of oﬂi.ce and stationery su.ppl’Les.

The Receptlonist will work close[g with the wider opero.tiono.l team 'mc[u.dlng the workforce
co-ordinator, the opero.t'Lon.s and administration oﬁicer, the f‘mo.nce su.pport oﬁicer, the
so.fegu.ardi.ng team and the Senior Leadership Team to support the eff'Lc'Lent running of
the school.

The successful candidate must be calm, professional, highly organised and able to respond
effectively to the changing operational demands of a busy specialist school environment.

Context of the school
Riverside Bridge School supports pupils from EYFS to Post-16 with a wide range of complex
needs, i.nclu.ding:

o Autism Spectrum Condition (ASC),

o Severe, profound and complex learning difficulties,
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e Non-verbal or rni.n'Lmo,ltH verbal communication prof'Ltes,
« Sensory processing differences,

o Physical and medical needs,

« Social, emotional and behavioural regulation needs.

Mo.ng pu.p'Lts use alternative and augmentative communication (AAC), visual systems and

total communication o,pproo.ches to support u.nd.ersto.ndlng and expression.

The Recepti.on'Lst works within a htghtg spec'Lo.l'Lst SEND environment and will have regu.lar

do.'Ltg contact with pu.p'Lts, fo.mtt'Les, sto._ff, visitors and external professi.ono.ls.

The school environment can at times be fo.st—po.ced., emotlono.ttg d,erno.ndlng and
opero.t'Lono.tt\_.J complex. The su.ccessfu.t candidate must therefore maintain a calm,
professlono.t and supportive o.pproo.ch whilst managing rnu.lt'Lpte opero.t'Lono.t priorities.

Strong communication skills, emotional resilience, attention to detail and the o.bi.litg to

remain catm U.nd.er pressure are essentiat.

Key responsibilities
. Reception and front-of-house operations
e Act as the f’Lrst po'Lnt of contact for all visitors, fo,rn'Lt'Les, sto.f]t and external
professtonats.
e Provide a professiono.l, wetcomtng and supportlve recept'Lon service.
« Manage school email inbox.
e Answer and direct telephone calls, emails and enquiries prompttg and
professionally.
e Receive visitors and ensure safeguardtng and visitor procedures are fottowed at all
times.
e Ensure all visitors, contractors and external profess‘Lono.ts are si.gned. in and out
using the school’s Inventrg system.
o Issue visitor i.d.enti.f’tco.t'ton bo.d.ges and safegu.ard.'tng ’Lnforrno.tton as requ.i.red..
e Liaise with staff regardlng visitor arrivals and appointments.
e Maintain professtonat standards within recept'Lon and wa'Lt'Lng areas.
o Support communication between farn'Lt'Les, staff and external agencies where
requtred..
. Respond. co.trntg and professi.ono.tlg to chattengtng or sensitive situations 'anolv'Lng

pu.p‘Lts, fo.m.i.t'Les or visitors.
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2. Safequarding, visitor and compliance procedures

Support so.feguo.rdi.n.g and visitor compt'Lo.rLce proced.ures across the school.

Check and record visitor identification, DBS information and safequarding
documentation where required.

Liaise with safequarding staff regarding visitor, agency and contractor compliance
processes.

Ensure so.feguo.rdi.ng procedures reto.ti.ng to visitors and external professtono.ts are
_foltowed. consistentlu.

Support emergency evacuation procedures through accurate visitor and staff
reporting.

Maintain confidentlo.tltu and secure ho.ndt'mg of so.feguo.rd.mg, pupi.t and fo.mltu
'Lnformo.t'LorL at all times.

Support opero.ti.ono.l so,_feguo.rdlng procedures linked to pup'Lt collection,
appointments and visitors on site.

Upload and maintain records of relevant communication and incidents on agreed
school systems where required.

3. Administrative and operati.onat support

Provide administrative support to the wider operational and leadership teams.
Maintain orgaaned and accurate fltlng systems, records and administrative
documentation.

Support communication with fo.mlt'tes through email, text sustems, letters and school
communication ptatforms.

Assist with preparing correspondence, reports, documentation and opero.t'Lono,t
records.

Co-ordinate meeti.ng room boolai.n.gs and hosp’Ltat'LtLJ arrangements where requlred..
Sort, distribute and manage incoming and outgo'mg post and deliveries.

Accept and process deliveries in line with school procedures in liaison with the
f'munce support oﬂicer.

Liaise with staff regurd'mg forgotten items, messages and operut'Lonut
communication.

Assist with school events, open evenings, tours and transition activities.

Support administrative processes d.ur'mg per'Lod.s of opero.t’Lono.t pressure or stcx.]t]t
absence.

Carru out 9enerat administrative duties antud'mg scanning, photocopu'mg, fil'mg
and data entru.
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Support the maintenance of office supplies, stock and administrative resources.
Co-ordinate the ordering, monitoring and organisation of school stationery and
of_f'Lce su.ppti.es.

Ensure sto.t'LorLery deliveries are checked, u.rtpo.cleed and stored o.pproprto.tetg on
arrival.

Maintain accurate stock levels of stationery and office consumables and identify
when replenishment is required.

Distribute stationery, resources and office su.ppl'Les to sto.fJt and departments as
requtred.

Ensure storage areas for stationery and office resources remain organised, safe and
well maintained.

Liaise with suppliers and the Finance Team regarding stationery orders, deliveries
or discrepancies where required.

L. Communication and operati.ono.l co-ordination

Work colto.boro.ti.vetg with the wider opero.t'LorLo.l team to support the e_ff'Lc'LerLt
running of the school.

Liaise effecttvetg with the worleforce co-ordinator, the operations and
administration officer, the f‘mance team and site team where required.

Support communication between staﬁ:, famitles and external profess'tono.ts.

Ensure messages and communication are passed on accurately and promptly.
Promote pos'Lt'Lve retattonshlps with PU_Pi_I.S, famitles and visitors.

Contribute positively to the professional culture and operational effectiveness of the
school.

Ftexi.bi.ti.tg of worlei.n.g

The posthotder will be expected to work ftextbtg to meet the operatLono.t needs of
the school.

The role requires responsiveness and o.do.ptabi.tttg within a bu.sg spec‘Lat'Lst school
environment.

Occasional support for school events or operatlonat activities outside normal
worktng hours may be requlred.

General duties

Part'Lc'Lpo.te in tro.i.ni.ng and professtonat devetopment.
Promote equatttg, inclusion and pos'Lt'Lve worla'mg retattonshlps.
Undertake any reasonable duties commensurate with the level of the post.
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e Maintain professlono.l standards and conduct at all times.

. Su.pport the wider aims and values of Riverside Bri.dge School.

Safequarding
The Receptionist plays an important role in supporting the safe and effective operation of

Riverside Bridge School.

Althou.gh the role is not classroom-based, the posthold.er will work dallg within a
specialist SEND environment and must maintain a safequarding-focused approach at all
times.

The postho[d.er must:

e understand and fo[[ow all so.fegu.o.rd.ing, child protection and so.fer worla'mg
pro.ct'Lce POI.i.Ci.eS;

 report concerns promptlg in line with school procedures;

e maintain confi.dentio.li.tg regardi.ng pupi.l., fo.mi.ly and organtsational i.nformo,ti.on.;

o demonstrate professionalism, emotional resilience and sound judgement within
sensitive situations;

e contribute to a culture of so.fetg, inclusion and respect across the school commu.nit-j.

The role involves regu.lo.r contact with pupi.[s, fo,mi.l.i.es and visitors and therefore requires
hi.gh levels of v'Lg'Llan.ce, professiona[ism and safegu.arding awareness.

All sto.ff are expected to so.fegu.o.rd and promote the welfo.re of children and young people

and maintain o.pproprlo.te professiono.l boundaries at all times.

Riverside Bridge School is committed to safequarding and promoting the welfare of all

pupils and expects all staff and volunteers to share this commitment. A criminal record
check via the DBS will be undertaken for any successful candidate.




Points for o,ppllco.nts to consider

This is a highlg spec'Lo.l'Lsed. SEND environment su.pport'mg pu,pi,ls with comp[ex additional
needs.
. PLLPi.l.S may communicate distress, anxiety or dgsregulatlon non-verballg throu,gh
behaviour, sensory responses, withdrawal or chan.ges in presentation.
e The reception area can at times be bu.sg, em.oti.ono.llg demand.i.ng and opero,ti.ono,l.lg
complex.
o The role involves reqular interaction with pupils, families, visitors and external
professionals throughout the school day.
e The postholder will regular[g respond to sensitive situations i.nvol.vi.ng safegu,o.rding,
medical needs and family communication.
+ Strong communication skills, emotional resilience and professionalism are essential.
o The role requires calmness, organisation and the ability to manage multiple
operational demands simultaneously.
o Applicants should understand that reception staff play a vital role in maintaining
a so.fe, welcom'mg and well-organised environment for autistic PU.Pi.l.S and pu.pi.ls
with complex needs.



