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JOB DESCRIPTION

NAME:	 

POST:	Receptionist

GRADE:		Grade 4 (SCP 6 -9)


Relationships:  
The postholder is accountable to the Chief People Officer and, ultimately, to the Chief Executive Officer. They will work closely with all central teams and collaborate with colleagues across the academies and wider Trust to ensure consistent, high quality support. 
 
Purpose: 
To ensure the smooth, professional and efficient operation of the Trust’s Central Office by providing a high‑quality reception and administrative service.
It also requires building strong, professional relationships with stakeholders, modelling our Values in Action (VIA), and fostering a culture of positive intent, collaboration, high expectations and accountability. 
 
Main duties & responsibilities:  
Reception and customer service
· Act as a professional first point of contact for all stakeholders and visitors, in person, by telephone and via email.
· Meet and greet visitors, establish the purpose of their visit, ensure visitors are signed in, and arrange for them to be escorted appropriately and signed out on departure.
· Provide a courteous, helpful and efficient service at all times, promoting a positive image of the Trust.

Telephone, email and communications
· Receive, screen and redirect telephone calls as appropriate, taking accurate messages and ensuring timely communication with staff.
· Arrange appointments as required.
· Monitor and manage the Central Trust office email inbox, forwarding communications to relevant staff.
· Maintain and update telephone and contact directory listings, ensuring amendments are circulated promptly.

Administrative and office support
· Provide general administrative and clerical support, including preparation, collation and copying of documents and reports.
· Provide wider support with administrative tasks for the central support teams, where needed. 
· Process incoming and outgoing mail efficiently.

Facilities, environment and room management
· Manage room bookings, ensuring accurate records and effective use of systems.
· Maintain a tidy, safe and professional reception and office environment, ensuring areas are free from hazards.
· Liaise with site staff to ensure timely movement of deliveries within the Central Office.
· Promote shared responsibility for the office environment, including: 
· Ensuring lights, heating and equipment are switched off when not in use.
· Encouraging collective accountability for maintaining a professional workspace.

Compliance, culture & professional standards: 
· Promote and model the Trust’s values, contributing to a positive, collaborative and professional working environment.
· Ensure all work is carried out in line with Trust policies, including safeguarding, data protection, confidentiality and health & safety. 
· Promote and safeguard the welfare of children in line with Trust safeguarding policies 
· Communicate effectively regarding work priorities and availability. 
· Engage in ongoing professional development and agree objectives with line management. 
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Throughout the Trust, it is our practice to vary specific responsibilities in line with organisational needs, in consultation with the postholder.

This job description outlines the general purpose and level of responsibility of the post. Duties may vary from time to time without changing their character or overall level of responsibility and may be reviewed periodically by the Chief Executive Officer or their representative, in consultation with the postholder.
 

 
Signed: …………………………………………..   Date: …………………………………… 
Post Holder 
 

 
One copy to be retained by member of staff and one kept on the employee’s file.  
 
 
Authentic Education is committed to safeguarding and promoting the welfare of children and young people. All roles are subject to thorough vetting, including identity, reference, criminal record, and social media checks, in line with Keeping Children Safe in Education guidelines. This post is exempt from the Rehabilitation of Offenders Act 1974.
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