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Receptionist

Duties & Responsibilities
We expect our Receptionist at Manor MAT to uphold our core values of Integrity; Ambition, Collaboration and Inclusion; act with honesty; keep their knowledge and 
skills as a Receptionist up-to-date and are self-critical; forge positive professional relationships; and work with everyone concerned in the best interests of the pupils. 

Core Purpose 
The core purpose of a Receptionist at a Manor MAT School is to operate a Reception Service that promotes a professional image of the School. To deliver administrative 
and general office services and provide information and support in an educational establishment setting. 

Reception Duties 
• To be the first point of contact for all visitors to the school. 
• Ensure all visitors follow the signing in procedures and are provided with relevant health and safety information.  
• Maintain the Entry-sign system for staff and visitors, ensuring authorised visitors are entered. 
• Submit order for labels when needed. 
• Always provide a pleasant and efficient reception service. 
• Deal with all enquiries in a professional, pleasant and courteous manner. 
• Keep reception areas welcoming, tidy and up to date. 
• To answer the telephones promptly, courteously and with sensitivity and confidence, using initiative as required and forwarding detailed messages as appropriate.  
• Ensure pupils are signed in/out appropriately when attending/returning from appointments. 

Administration 
• Respond to enquiries from staff, pupils, parents, and visitors in an efficient manner. 
• Provide requested information in a timely and efficient manner. 
• Accurately record and maintain data held in SIMS, including: 

• Record reasons for pupil’s absence (follow procedures determined for pupils first day of absence).
• Ensure registers have been completed correctly, follow up queries daily with class teachers. 
• Record late marks, including reasons provided by parents. 
• Support the administration processes and systems for admissions and leavers. 
• Produce reports as defined and requested by Administration Officer and Senior Leadership Group. 
• Amend changes to personal details of pupils, including addresses, telephone numbers, medical and dietary procedures. 
• Record pupil/staff meals and liaise with Catering Services regarding daily dinner numbers. 

• Update hard copy versions of pupil’s personal and emergency information. 
• Ensure the database for texting parents/staff is up to date. 
• Send text messages to parents as and when requested. 
• Update the records for children attending after school activities, ensuring that permission slips are received. 
• Support the induction process for potential parents to view the school and for children to attend induction days.
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• Make arrangements for staff to attend training courses/seminars etc, including travel and accommodation if necessary. 
• Book venues for meetings as requested. 
• General photocopying as required. 
• Organisation of external mail and distribution of incoming mail. 
• Receive and record payments received for visits. 
• Receive and record dinner money payments. 
• Receiving deliveries and check goods received to delivery notes. 
• To order school uniform and ensure stock is kept at a reasonable level. 

Other Duties 
• To maintain full confidentiality at all times. 
• To be aware of and comply with school policies and procedures (e.g. child protection, health and safety, data protection, confidentiality) and reporting concerns as 

appropriate. 
• To undertake training when required. 
• To adhere to the ethos of the school. 
• To promote the agreed visions and aims of the school. 
• To set an example of personal integrity and professionalism. 
• Any other duties as directed within the grading of the post. 

General Conditions 
This job description is subject to annual review. It may be amended only after full consultation with the Receptionist concerned. It will be signed if agreement is 
reached.  If following review and amendment, agreement is not reached the appropriate procedures should be used for settling disputes. 

 
Signatures  

 

_________________________________ Receptionist 

 

_________________________________ Headteacher   

 



Receptionist
Person Specification

CRITERIA QUALITIES ESSENTIAL DESIRABLE

Qualifications GCSEs (or equivalent) in English and Maths (Grade C/4 or above) ✓  

Good literacy, numeracy, and IT skills ✓  

NVQ Level 2 or 3 in Business Administration or Customer Service ✓  

First Aid qualification  ✓  

Experience Experience working in a customer-facing role ✓  

Experience using office equipment (telephone systems, photocopiers, printers) ✓  

Experience in administrative or clerical work ✓  

Experience working in a school or education setting ✓  

Experience using school management information systems (e.g., SIMS, Bromcom) ✓  

Knowledge and 
Skills 

Proficient in Microsoft Office (Word, Excel, Outlook) ✓  

Excellent verbal and written communication skills ✓  

Ability to deal professionally and sensitively with children, parents, staff, and visitors ✓  

Strong organisational skills and attention to detail ✓  

Ability to multitask, prioritise, and remain calm under pressure ✓  

Understanding of school safeguarding procedures ✓  

Knowledge of GDPR and data protection requirements ✓  

Personal 
Attributes 

Friendly and approachable manner ✓  

Reliable, punctual, and professional ✓  

Tactful and confidential ✓  

Flexible and willing to support the wider school team  ✓  

Positive attitude and commitment to safeguarding and promoting the welfare of children ✓  
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