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CHISLEHURST & SIDCUP GRAMMAR SCHOOL

JOB DESCRIPTION
RECEPTIONIST

The Receptionist is a member of the School Office team, the key source of administrative, secretarial and clerical support for the school.  This team will create, run and maintain administrative systems that are efficient, responsive and focused on helping the school to improve its outcomes for pupils.  As the first point of contact for stakeholders, visitors and callers, the primary role of the Receptionist is to present a helpful and courteous public face for Chislehurst and Sidcup Grammar School.  
REPORTING TO:

School Office Manager 
HOURS:
Monday – Friday/Term Time only
PURPOSE
As directed by the School Office Manager, to receive and deal with pupils as well as callers in person and by telephone.  In addition, to provide administrative assistance as required.

MAIN RESPONSIBILITIES 

Under the supervision and direction of the School Office Manager, the Receptionist will carry out the following duties:

1. To helpfully and courteously receive all visitors to the Main Reception area and deal with their requests and enquiries as appropriate.

2. To record the arrival to and departure from the premises of visitors to comply with safety and safeguarding regulations.

3. To maintain the visitor signing in system including printing out relevant information during fire evacuation
4. To helpfully and courteously receive pupils in the Pupil Reception area and deal with their requests and enquiries as appropriate.

5. To answer and deal with telephone and email enquiries as appropriate and as far as possible on own initiative.

6. To liaise with relevant staff regarding more complex enquiries
7. To be a designated first aider and administer first aid as necessary and, when working in Pupil Reception, supervise the Medical Room.

8. To complete any necessary incident reports following First Aid administration

9. To deal with Lost Property and to organise the return of items to pupils where possible. 

10. To collate various paperwork such as class registers on a daily basis and distribute to relevant staff/departments.

11. To make the necessary arrangements with parents and/or emergency contact for sick pupils to go home.

12. To ensure that pupils signing out have a relevant consent letter from a parent/guardian.

13. To be familiar with the school’s management information system in order to retrieve and update information

14. Receive, sort and distribute post.
15. To create and maintain any reception duty rotas
16. Provide other clerical support as directed or required (see below).
17. Any other reasonable request e.g. exam invigilation as and when required.

GENERAL RESPONSIBILITIES

To assist in such duties and activities relating to the general administration of the school as the School Office Manager reasonably requires.

The school is committed to safeguarding and promoting the welfare of children and expect all staff and volunteers to share this commitment. Offers of employment are subject to a satisfactory enhanced DBS disclosure and other employment checks.
