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JOB DESCRIPTION

POST TITLE:			Receptionist 

POST RESPONSIBLE TO:	Office Manager

SALARY:	Support Staff Scale Point 4 to 9
£25,185 - £27,254 FT (pro-rata to £22,894 - £24,775)

WORKING HOURS:		Full time (37.5 hours per week), term time only plus 10 days

START DATE:			September 2026 or sooner if possible

CLOSING DATE:		28th August 2026

INTERVIEW DATE:		WB 30th August 2026



JOB PURPOSE 

To provide a highly professional, welcoming and efficient reception and administrative service, acting as the first point of contact for parents, carers, pupils, visitors, staff and external agencies. The postholder will play a key role in creating a positive first impression of the Academy while supporting the smooth day-to-day operation of the school through high-quality administrative and customer service support.

DUTIES AND RESPONSIBILITIES 

· Act as the first point of contact for all visitors, parents/carers, pupils, staff and external agencies, providing a professional, welcoming and solution-focused service.
· Ensure all visitors are signed in appropriately, safeguarding procedures are followed and visitor badges are issued in line with Academy procedures.
· Manage the Academy reception area, ensuring it remains welcoming, organised, secure and representative of the Academy's high standards.
· Respond to enquiries confidently and courteously, resolving issues wherever possible or referring them to the appropriate colleague.
· Manage pupil enquiries during the school day, responding appropriately and escalating safeguarding or welfare concerns when necessary. 
· Identify recurring enquiries and recommend improvements to communication, processes or systems to reduce avoidable queries. 
· Answer all telephone calls promptly and professionally, directing enquiries to the appropriate member of staff.
· Take accurate and detailed messages, ensuring they are communicated promptly and appropriately.
· Monitor shared email inboxes, responding to enquiries where appropriate and ensuring emails are allocated and followed up in a timely manner.
· Develop and maintain an excellent knowledge of Academy policies, procedures, key personnel, events and services in order to provide accurate information and advice.
· Support Academy communications by preparing standard correspondence, letters, certificates and other documentation as required.
· Provide high-quality administrative support to the wider administration team as directed by the Office Manager.
· Manage all incoming and outgoing post, deliveries and courier collections.
· Maintain accurate records and ensure information is stored securely and confidentially in accordance with GDPR requirements.
· Undertake routine data entry, filing, photocopying, scanning and document management.
· Assist with the organisation of Academy events, meetings and appointments where required.
· Support the maintenance of pupil records and administrative systems, including Bromcom and other Academy management systems where appropriate.


PUPIL WELFARE AND MEDICAL SUPPORT

· Support the First Aid Lead with the day-to-day administration of first aid across the Academy, providing first aid to pupils, staff and visitors in accordance with Academy procedures (appropriate training will be provided where required).
· Be responsible for the safe receipt, storage, administration and recording of pupil medication in accordance with statutory guidance, healthcare plans and Academy policies.
· Maintain accurate and confidential records of all first aid incidents, medication administered, accidents and medical interventions, ensuring all documentation is completed promptly and in line with Academy procedures.
· Liaise with parents/carers regarding pupil illness, injury, medication requirements and collection from the Academy where appropriate.
· Support the First Aid Lead with contact for pupil medical and welfare enquiries, referring safeguarding, medical or welfare concerns promptly to the appropriate member of staff.
· Support the First Aid Lead with ensuring first aid rooms, medical supplies and first aid equipment are appropriately stocked, maintained and replenished, reporting any shortages or concerns to the Office Manager.
· Coordinate the management of pupils with medical needs during the school day, ensuring individual healthcare plans are followed and relevant staff are informed of any medical requirements.
· Support the administration associated with educational visits by preparing first aid equipment, medication and medical information in accordance with Academy procedures.
· Maintain up-to-date knowledge of relevant first aid, medical and health-related procedures and undertake refresher training as required.



GENERAL DUTIES 
· Participate in training and professional development to ensure the effective performance of the role.
· Promote and safeguard the welfare of children and young people at all times.
· Be familiar with and comply with all Academy policies and procedures, including safeguarding, child protection, health and safety, confidentiality, equality, data protection and information security.
· Maintain professional standards of conduct, confidentiality and integrity at all times.
· Promote equality, diversity and inclusion, treating all members of the Academy community with dignity and respect.
· Work collaboratively with colleagues and support the work of other teams across the Academy.
· Attend and participate in meetings, training events and Academy activities as required.
· Promote the Academy's vision, values and ethos through all aspects of the role.
· Undertake any other duties commensurate with the grade of the post, as reasonably directed by the Office Manager or Principal, to support the effective operation of the Academy.
· Any other duties commensurate with the level of this post and as directed by the Principal. 

All offers are subject to clearance of references and enhanced DBS checks.





















PERSON SPECIFICATION FOR RECEPTIONIST 

	REQUIREMENTS 
The post holder must be able to demonstrate: 
	Essential/ Desirable

	QUALIFICATIONS 
	

	GCSE (or equivalent) grade C or above in English and Mathematics 
	E 

	Evidence of continuing professional development 
	E 

	Educatd to A Level/Level 3 
	D 

	Higher education or relevant professional qualifications administrative duties  
	D 

	EXPERIENCE 
	

	Experience of working as an assistant or in customer services  
	D

	Demonstrable experience in producing high quality professional communications, especially accurate editing and proof reading 
	E 

	Communicating and working effectively and confidently with senior colleagues whilst maintaining confidentiality 
	E 

	KNOWLEDGE AND SKILLS 
	

	Exceptional interpersonal and communication skills, to enable professional interaction with a wide range of contacts, both internal and external to the Group 
	E 

	Ability to organise and plan own work 
	E 

	Excellent attention to detail, with the ability to maintain a high level of accuracy 
	E 

	Ability to work on own initiative with a flexible and pro-active approach to work including the prioritising and reprioritising to meet deadlines with minimal supervision
	E 

	Ability to deal with sensitive information with discretion and to maintain confidentiality 
	E 

	Excellent IT skills, including a working knowledge of presentation software packages, preferably Microsoft Office Word, Excel and PowerPoint 
	E 

	The ability to present information in an accurate and appropriate format 
	E 

	Knowledge of First Aid or Medicine dispensing
	D

	PERSONAL ATTRIBUTES 
	

	Highest level of professionalism, discretion and diplomacy in dealing with confidential information, sensitive issues or high-profile contacts 
	E 

	Willingness to work flexibly occasionally having to work early or late to meet the demand of the role 
	E 

	Ability to work under pressure and meet deadlines 
	E 

	Flexibility and adaptability 
	E 

	Enthusiasm, optimism and energy 
	E 
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