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JOB DESCRIPTION

	Job Title: 

Receptionist 
	Level:  J2
	Post Number:

	Directorate:


	Job Family:
	Date Prepared:

	Role reports to (Job Title): Personnel & Pupil Services Manager/Business Manager
*Please attach an organisation chart showing where this job reports within the structure.

	Job Purpose: To provide clerical, word processing and reception support to the Headteacher and the staff of the school

	Key Accountabilities:
1. Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors, making arrangements for hospitality as required
2. To act as the first point of contact with parents on a range of matters as required in line with school policies and procedures.

3. To operate the school telephone system, forwarding calls as appropriate and taking messages as required.

4. To operate the school entry door systems for both pedestrians and vehicles, ensuring the security of the site is maintained at all times.

                                                                                           
5.  Undertake typing and word-processing and other IT based tasks.
6. Provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine    forms and letters.
7. Maintain manual and computerised records/management information systems
8.  Administer the SFVS fruit and vegetable orders for school/complete re-registration paperwork annually
9.  Receive and check parcels, deliveries and letters as required.  

10. Organise Flu vaccinations, Parents evenings, Vision screening, Height & Weight screening and arrange outstanding structured conversations for teachers


	Known Future changes to the Job:



	Job Scope:  No & type of jobs Managed: 

Typical tasks supervised/allocated to others:


	Job Scope:

Budget:

 Assets:
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	· Good general level of education to include Maths and English GCSE grade 4 or above,(A-C) or further relevant experience in the absence of formal qualifications.
· Good Knowledge of ICT packages including MS office and email



	Decision Making:

· Majority of tasks undertaken under the direction of supervisor



	Contacts and Relationships:

· To be first point of contact for school visitors

· Maintain good relations with pupils and their parents



	Creativity & Innovation:

· Contributes to decision making within the office

	Emotional Demands

· Front line reception duties dealing with pupils and parents who may sometimes make emotional demands

· Ability to work under pressure

	Job Specific Competencies:



	In accordance with the provisions of the Data Protection Act 1998, jobholders should take reasonable care to ensure that personal data is not disclosed outside the Council procedures, or use personal data held on others for their own purposes. In accordance with the provisions of the Freedom of Information Act 2000, ensure requests for non-personal information are dealt with in accordance with the Council’s written procedures.



	Employee Signature:



	Print Name:


	Date

	Line Manager’s Signature



	Print Name:


	Date:
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