
	Job Description



	Post Title
	Receptionist 

	Reports To
	Head’s PA 
	Salary
	
Priory School has its own salary scale, which reflects market rates




	Hours

	Term-time only plus 2 days at the end and 2 days at the beginning of each of the main school holidays (Christmas, Easter and Summer)
Reception is open from 7.30am – 6.00pm (or 7.00pm in the case of a school function, e.g. Parents Evening). 




	Reporting Relationships

	
The Receptionist reports to the Headteacher’s PA. 

This role works closely with the Headteacher’s PA, the Admissions Registrar and the Leadership Team.




	AIM – the Receptionist will 

	· Provide a professional Reception service, to be the first point of contact for all visitors, and to respond to general enquiries.
· Provide administrative support for members of the Leadership Team if/when required.




	Specific Responsibilities

	
Reception Duties

· Meet and greet all visitors – signing in/out (including contractors). Issue a visitor’s badge and inform the appropriate person of their arrival.
· Deal with incoming phone calls with professionalism, transferring the call if necessary.
· Receive main school emails – “enquiries” – and distribute accordingly.
· Absent children – telephone parents who have not notified the school.
· Operate the electronic gate at the West End of the School outside of the peak hours.
· Sign for mail deliveries and courier packages.
· Distribute incoming mail to the relevant departments in timely fashion.
· Alert the Maintenance Team of deliveries of stationery and equipment.
· Assist the allocation of car parking spaces to visitors, ensuring that particular attention is paid to disabled visitors.
· Act as the central liaison point for emergencies – for example when the School Nurse, a First Aider or “on call” teacher is required.
· The day-to-day management of the iSams database in relation to pupil absences.
· Keeping Reception area tidy & stocked with stationery, forms etc.
· Uploading the ‘Student Announcement’ section of the Daily Bulletin on the screen above Reception each morning.
Administration Duties
· Provide administrative assistance to the Leadership Team.
· Producing monthly form lists to be used in case of a fire alarm.
· General administration – photocopying, filing etc.
· To carry out other duties commensurate with the post, which the school deems as appropriate.

Preferred Skills/Abilities/Aptitudes/Experience
· Accurate work processing skills and ability to use Microsoft Office.
· Ability to operate general office equipment (e.g. printer and franking machine).
· Excellent verbal communication skills with good standard of written and spoken English.
· Good experience of switchboard operation and acting as first point of contact in a professional office environment.
· At least one year’s experience of working on a busy Reception Desk or dealing with high volumes of visitors and telephone calls.
· Sound experience in a customer service environment.
· Experience of dealing with visitors, suppliers, couriers and other external service providers.
· An appreciation and awareness of the requirements and responsibilities of a front-line role.
· Ability to work flexibly to support the requirements of the team.
· A commitment to and understanding of equal opportunities within a customer services environment.






Because of the small and changing nature of our business this job description will inevitably change. You will, from time to time, be required to undertake other activities of a similar nature that fall within your capabilities as directed by the Headmaster.







