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Receptionist Job Description
	Responsible to:
	School Business Manager

	Salary details:
	OAT Grade 2, SCP 3 – 5

	Working Hours:
	40 hours per week, 39 weeks per year (term time only) 7.30am – 4.00pm


Purpose of the Role
To provide a professional and welcoming first point of contact for visitors, staff and families, ensuring the smooth running of the academy’s reception and compliance with safeguarding, administrative and operational procedures.
Main Duties & Responsibilities
To complement the professional work of teachers and learning support professionals by taking responsibility for administrative functions under an agreed system of supervision, policies and guidance. The post holder will provide professional reception services to all visitors, staff and students of the academy, maintaining the presentation of the reception and waiting area, promoting a welcoming environment and supporting effective communication within school and to parents. Provide clerical and administrative duties to support effective day-to-day organization within the school. 
Key responsibilities
Reception & Communication
· Respond to phone calls, answer enquiries and transfer calls as necessary. 
· Receive visitors to the academy, ensuring appropriate lanyards and ID badges are issued. 
· Ensure visitors sign in/out via Inventory in line with the Academy Visitor Policy and security standards. 
· Communicate clearly and effectively with staff, students, visitors and parents. 
· Be the first point of contact for members of the public, school partners and other interested bodies. 
· Answer telephone calls, taking and passing on messages and dealing with queries in the most appropriate manner, filtering to the suitable person. 
· Responsible for receiving deliveries via the reception area, acknowledging receipt and informing the relevant staff member.
Safeguarding & Security
· Follow visitor policy and maintain security standards. 
· Ensure visitor areas have up to date literature and displays. 
· Support fire evacuation procedures and ensure registration equipment (e.g. iPads) is charged and ready. 
· Promote the protection and safeguarding of learners through the active implementation of relevant school policies and procedures with particular reference to: Child Protection Policy, Emotional Regulation Plan, Team Teach and the Staff Code of Conduct, and to raise any concerns relating to such procedures which may be noted during the course of duty. 
· Take reasonable care for his/her own health and safety and any other person(s) who may be affected by their acts or omissions at work, in accordance with Health & Safety legislation.
Student & Family Support
· Be the first point of contact for sick pupils and liaise with parents/carers/staff. 
· Manage and log communication with families. 
· Monitor and record eligibility for free school meals and pupil premium. 
· Be aware of and support difference and ensure all learners have equal access to opportunities to learn and develop. 
· Contribute to the overall ethos/work/aims of the organization. 
· Contribute to the identification and execution of appropriate out of school learning activities.
Behaviour & Attendance
· Support management of learner behaviour in line with the Behaviour policy
· Support the collection of attendance data and complete daily registers.
Administrative Duties
· Maintain and update records and systems. 
· Provide administrative support including arranging meetings, managing Open Day visits, mail‑outs, booking rooms, catering, minute taking, keeping diaries, filing, ordering and photocopying. 
· Provide a confidential PA service to the Senior Management Team. 
· Maintain electronic diaries and calendars. 
· Responsible for digital conversion of paper-based data as required. 
· Undertake tasks required for successful completion of external audits. 
· Maintain sufficient stock and ensure timely ordering. 
· Support organization and delivery of conferences and training events. 
· Providing general clerical support for the academy including typing letters and documents, data inputting, photocopying, filing of paperwork and computer-based documents, archiving student files and collation of information. 
· Support OAT business and admin team to solve census errors and address queries. 
· Monitor and manage stocks and supplies and distributing as required. 
· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others. 
· Make decisions about own administrative work. Decision making is short term; more complex decisions are referred to senior staff.
Mail & Payments Handling
· Receive, open and distribute post.
· Manage outgoing mail and parcels with appropriate postage.
· Manage card payments
Skills & Attributes
· Excellent communication and interpersonal skills
· Strong organizational skills and attention to detail.
· Ability to remain calm under pressure. 
· Understanding of safeguarding and confidentiality. 
· Empathy and sensitivity when interacting with pupils and families.
Desirable Experience
· Previous experience working in a school or educational setting. 
· Knowledge of SEND and autism friendly practices. 
· Familiarity with MIS systems (e.g. SIMS/Arbor). 
· Experience working in an education setting. 
· Knowledge of safeguarding.

Person Specification
	Education and Qualifications 
	Desirable (D)/Essential (E)

	GCSEs (or equivalent) in English and Mathematics at Grade C/4 or equivalent experience
	E

	Relevant qualification in administration, finance, or business management (e.g., NVQ Level 3, AAT Level 2, or equivalent experience).
	D

	Willingness to achieve first aid qualification upon appointment (if not currently held)
	E

	Evidence of continuous professional development.
	D

	Experience and Knowledge
	

	Experience of working in a similar role.
	E

	Competent in the use of ICT in all aspects of the role.
	E

	Knowledge and compliance with policies and procedures relevant to the role.
	E

	Experience working as part of a team.
	E

	Experience working in a reception area.
	D

	Previous experience using Arbor or similar Management Information Systems.
	D

	Experience working in an education setting.
	D

	Knowledge of safeguarding.
	D

	Personal Qualities
	

	A relentless drive for excellence, organised and great attention to detail.
	E

	Ability to keep calm under pressure, have resilience and cope with stressful or conflict situations.
	E

	Ability to work independently.
	E

	Other Requirements
	

	Excellent oral and written communication skills.
	E

	Excellent record of attendance and punctuality.
	E

	Enhanced DBS clearance is essential.
	E

	Ability to multitask within a busy office environment.
	E
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