
 

 
 

JOB DESCRIPTION 
 
JOB TITLE:  Campus Receptionist  
 
SALARY BAND: Grade F (£18,329 – £20,748 per annum) 
 
STATUS:  Established  
 
DEPARTMENT: Admissions  
 
HOURS:  37 hours per week, full time 
 
REPORTS TO:  Deputy Head of Admissions  
 
CAMPUS:  Langley College  
 
JOB PURPOSE: To provide a first point of contact for all learners, staff and public 

enquiries at the main college reception including liaising with appropriate 
College departments.  

 
To deliver an effective and responsive service and support the delivery of 
quality customer services to all internal and external customers and to 
achieve service performance targets.  

 

 
MAIN RESPONSIBILITIES: 
 
 
1. Deal with queries at reception and provide a professional front line information/ customer 

service to internal, external customers and contractors.  
 
2. To provide customers with the information and/or service requested ensuring a prompt and 

efficient response, seeking to exceed the customer’s expectations. 
 
3. To make appropriate referral/signposting to other departments to channel customer queries 

in a calm and professional manner. 
 
4. To develop, maintain appropriate levels of communication with departments to ensure 

reception is fully informed of events and visitors attending the College campus. 
 
5. Answer incoming calls, greet callers in a professional manner, transferring calls and/or taking 

messages as necessary. Checking the out of office voice message for the main college 
number on daily basis and forwarding messages onto the relevant department. 
 

6. To manage the reception mail box which inculdes assessing enquiries and sign posting to 
relevant department. 

 
7. To undertake routine cash handling duties and manage reception banking with finance 

department for the issue of temporary passes, ID badges and mini cabs.  
 

8. To co-ordinate the visitor car park booking service for the campus and issue relevant 
instructions to the security staff in the morning to ensure adequate allocation of bays. 
 

9.  To process the college out going post to ensure it is franked and/or recorded on a daily basis 
in line with the Royal Mail protocols. Liaise with Royal Mail and Facilities Manager as and 
when required. 

 



 

 
 
 

10. To provide administrative support to the Admissions Team for Full Time, Apprenticeships, 
and Higher Educations interview sessions at Langley College.   
 

11. To issue and keep records of visitors’ passes, student ID badges and car park permits.  
 

12. Assist with external mailings and bulk internal distributions as directed by line manager. 
 

13. To co-ordinate with the facilities team of any arrivals Goods to the college and ensuring these 
are tracked in line with college procedures. 
 

14. To be primary point of contact for all Centre emergencies/requests for first aiders and to liaise 
with Campus/Duty Manager, Site supervisors and Security staff via the radio as and when the 
need arises. 
 

15. To carry out administrative functions associated with the Reception area, including the issue 
of various forms, classroom keys as required. 
 

16. To provide general supervision of the foyer area and to ensure that the required standard of 
presentation is maintained at all times. 
 

17. To effectively hand over relevant information to ensure smooth running transition between 
daytime and evening frontline service. 

 
18. Provide a proactive approach to completing duties as necessary in order that customers are 

dealt with promptly, efficiently.   
 
19. To maintain and, with Head of Admissions/ Deputy Head of Admissions, implement 

departmental operational procedures to ensure a high quality service. 
 
20. To support the work across the learner services department especially at peak periods and 

special events when out of hours work may be required, attend team meetings when 
necessary. 

 
21.  To undertake training for professional development as and when required including a 

relevant NVQ programme. 
 
22. Any other duties, tasks and projects commensurate with the grading of this post as may be 

required from time to time. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 

 
Note 
The post will be based at one of the current College campuses, but the duties of the job may 
require the post holder to work at any College campus or other location connected with the work 
of the College. Travel between the college’s main campuses will form a requisite part of this post.  
 
It is the College’s policy to establish and maintain a Risk Register and a Risk Management Policy. 
It is a condition of your employment that you become aware of these documents and that you 
follow the objectives and procedures of good risk management in your areas of work. 
 
The post holder is required to have a commitment to: 

 The continuing development and implementation of the College’s Diversity & Equality 
Policy. 

 The management of risk within the College 

 The health and safety of staff, students and visitors in general and the College’s policies 
and procedures in particular 

 The principles and procedures set out in the College’s Child and Vulnerable Adult 
Safeguarding Policy. 

 The principles and procedures set out in the Data Protection Policy  
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PERSON SPECIFICATION 
CAMPUS RECEPTIONIST 

 

 Essential Desirable Source of 
Evidence 

EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS 
 

Level 2 English qualification or willing to work towards 
(please state this in your application form) 

  AF 
 

Level 2 Math’s qualification or willing to work towards (please 
state this in your application form) 

  AF 
 

A relevant professional qualification e.g. NVQ level 2 or 3 or 
willing to achieve within two years. (please state this in 
your application form) 

  AF 

5 GCSEs at grades A-C or equivalent (please state this in 
your application form)   

  
 

AF 
 

EXPERIENCE 
 

Proven experience of working in a busy reception    AF/IV 

Proven experience of working effectively within a team   IV  

Knowledge of switchboard systems such as Skye for 
Business 
 

  AF 

SKILLS/KNOWLEDGE/ABILITIES 

Proven strong administrative skills 
 

  AF/IV 

Proven excellent interpersonal skills, written and verbal, with 
the ability to communicate effectively with a wide range of 
people 

  AF/IV 

Demonstrable IT skills including Microsoft Word, Excel, 
Outlook, Internet and databases 

  IV 

Demonstrable customer focused approach to work   IV 

Proven flexible approach to working practices including 
providing cover for team members  

  IV 

Proven ability to work under pressure and to deadlines   IV 

Proven ability to work effectively without close supervision   IV 

High level of attention to detail and accuracy    IV 

Proven time management skills   
 

 IV 

KEY: Evidence of all of the elements marked AF or AF/IV must be present in the application form 
in order to be shortlisted for an interview 
All of the elements marked IV will be assessed at interview 
All of the elements marked AF/IV will also be assessed at interview 
All or some of the elements may be assessed by the Test/Presentation 


