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Job Description Receptionist with Admin and Reprographics Responsibility

	Role
	Receptionist with Admin and Reprographics Responsibility
	School/Department
	River Academy

	Grade
	3 SCP 5-6
	Reports to
	Operations Manager

	Purpose 
	To provide efficient, effective and confidential reception and administrative support to the school, ensuring that visitors, parents, students and external contacts receive a professional and welcoming first point of contact while supporting the smooth day-to-day administrative operation of the school.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	Work within the school office environment and reprographics as well as supporting wider administrative activities across the school as required

	No budgetary responsibility.

	Key accountabilities

	Ensure the effective day-to-day operation of the school reception, providing a professional, welcoming and responsive first point of contact for visitors, parents, students, staff and external agencies, supporting positive engagement with the school community 
Maintain accurate administrative systems and student records, ensuring information is managed efficiently, securely and in accordance with data protection requirements. 
Provide administrative and clerical support to school staff, ensuring communication, documentation and information flow effectively support the daily operation of the school.
Support student welfare processes, including communication with parents and responding to routine enquiries, ensuring concerns are addressed promptly and referred appropriately when required to support timely safeguarding response.
Maintain accurate attendance information and administrative records, supporting monitoring processes that contribute to student engagement and safeguarding oversight to support effective safeguarding monitoring.

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
• Support processes that contribute to student attendance, engagement and wellbeing, ensuring accurate information is available to inform learning and safeguarding processes to support student engagement and progress.
Assessment
• Maintain accurate student records, including contact details, medical information and free school meal eligibility, ensuring data supports reporting and monitoring processes.
Behaviour Management and Student Wellbeing
• Welcome visitors to the school and ensure safeguarding and visitor procedures are followed at all times to maintain a safe school environment.
• Assist with student welfare matters, including contacting parents as requested, responding appropriately to concerns raised and referring matters to the appropriate colleague where required to ensure appropriate safeguarding escalation.
• Support the provision of First Aid where required
• Protect staff and student confidentiality in all circumstances
• Communicate professionally and courteously with all members of the school community, including students, staff, parents and external agencies.
Pastoral and Inclusion
• Communicate with parents and carers regarding routine matters, including student welfare and administrative enquiries
• Support inclusive practice by responding appropriately to student and parent needs and referring concerns to relevant colleagues where required to support inclusive and responsive provision.
Trust Culture
• Work collaboratively with colleagues to ensure the smooth operation of the school office and wider administrative functions
• Contribute to a positive and professional school environment through consistent, respectful and responsive communication with all stakeholders.
Other
• Meet visitors and manage general enquiries by telephone and in person, ensuring queries are handled efficiently or referred appropriately
• Take messages and refer non-routine matters to the appropriate person
• Provide clerical and administrative support including photocopying, filing, distribution of information and email communications. 
• Manage the main school email address, forwarding messages appropriately and responding in a timely and professional manner
• Receive and distribute incoming mail
• Produce standard letters and memos as directed
• Undertake copy typing, record keeping and filing
• Ensure GDPR compliance within the role and raise any concerns with the Operations Manager
• Undertake any other duties that reasonably fall within the purview of the post following consultation with the postholder


	Other requirements and responsibilities

	Enhanced Disclosure and Barring Service (DBS) clearance is required for this role, including a check of the Children’s Barred List.
All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with the postholder.








Person Specification 

	
Role 


	Receptionist with Admin and Reprographics Responsibility
	School/Department 
	Trust Schools

	Qualifications, training and education 
	· NVQ Level 2 qualification or equivalent.
· Experience using Microsoft Office applications, including Word and Excel.
· Experience of using a school Management Information System (MIS) or equivalent administrative system (desirable).
· First aid training (desirable) 

	Skills and abilities 
	 Communication
· Strong interpersonal and communication skills, both verbal and written, enabling effective interaction with colleagues, parents, students, visitors and external agencies.
· Ability to identify stakeholders’ needs quickly and respond appropriately to queries.
 Organisation and planning
· Good organisational skills, able to prioritise workload, manage competing demands and meet deadlines.
· Ability to work effectively in an environment with frequent interruptions.
· Good attention to detail when maintaining and updating records and administrative information.
 Technical skills
· Competent use of Microsoft Office applications and general administrative systems.
· Ability to maintain electronic and paper-based records accurately and securely.
 Personal qualities
· Able to multitask and prioritise as required, while working with frequent interruptions. 
· Able to work independently and as part of a wider team. 
· Reliability and professionalism in all aspects of work.
· Tact, sensitivity and diplomacy when handling confidential or sensitive information.
· Commitment to maintaining confidentiality at all times.
· Ability to work effectively both independently and as part of a team.
· Proactive, flexible and adaptable approach to work.
· Ability to demonstrate initiative and take ownership of tasks where appropriate.
· Commitment to the wellbeing and safety of children.
· Willingness to learn and develop personal skills and knowledge.
· A strong sense of responsibility and ownership.


	Requirements specific to the role 
	· All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
· Suitability to work with children.
· Enhanced Disclosure and Barring Service (DBS) clearance including Children’s Barred List check.





Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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