








Receptionist – Job Description

Reports to: Operations Manager

– Teams, Excel, 
Word, Outlook, Forms etc – to produce reports, letters, checking punctuation, spelling 
and grammar, contributing to style and presentation of documents as directed by SLT 
Link(s).

Maintain manual and computerised records as appropriate, including updating pupil 
records on the Academy MIS.

school related 
matters.
Ensure that all administrative data is held and processed in accordance with GDPR 

school GDPR Lead.
Follow all safeguarding procedures in line with guidance in KCSIE and school policies. 

Ensure that all visitors sign in and are issued with a badge and where necessary 
as per the Safeguarding procedures. 

Ensure any pupils who sign in or out of school complete the process fully.
To monitor and operate the entrance gates.
Management of the reception service.

professional reception, including keeping the area clean, tidy and welcoming.
Provide routine clerical support e.g. emailing, providing admin support where necessary 

Assist with Reprographics work.

Be responsible for the school publicity TV boards. This includes sourcing all new 
material and full maintenance across 3 school sites.
Responsible for managing the sale of school uniforms and other essential supplies, 

receive excellent customer service.



Criteria which will be measured at application and interview.

Knowledge & Experience

Previous experience in administration
Good general knowledge

Essential:

Extensive knowledge of MIS (Arbor)

Excellent time management and organizational skills

Other:

Positive relationships with children
Ability to contribute constructively to a team.
Understanding of Academy roles in relation to pupils’ pastoral support.
Excellent communication skills.
Systematic approach to work and the ability to prioritize.
Ability to self-
opportunities.

role.
Team player
Inter-personal skills
Excellent ICT skills

Well organized
Good time keeping








