Job Description: Receptionist



Job Details

· Job title: Receptionist
· Salary: £27,855 FTE
· Hours: 36 hours a week (full time), 44.46 weeks per year 
· Contract type: Permanent
· Reporting to: Office Manager
· Start date: September 2024



Main Purpose

The Receptionist will be the first point of contact for visitors and callers to the school. Under the direction of the Office Manager, the role involves providing a welcoming and efficient reception service and ensuring all administrative tasks are completed to a high standard.


Duties and Responsibilities


· Reception Duties:
· Greet all visitors and ensure they sign in according to safeguarding procedures
· Answer and direct phone calls promptly and professionally
· Manage incoming and outgoing mail
· Ensure the reception area is clean, tidy, and presentable at all times
· Administrative Support:
· Assist with general administrative duties as required
· Maintain accurate records and filing systems
· Support the administrative team with tasks such as photocopying, scanning, and filing
· Communication:
· Relay messages accurately and promptly to relevant staff members
· Provide clear and concise information to visitors and callers
· Safeguarding:
· Follow the school’s safeguarding policies and procedures at all times
· Ensure that all visitors are aware of and comply with safeguarding requirements







Person Specification


Qualifications and Training

· GCSEs (or equivalent) in English and Maths
· Receptionist or administrative training is desirable

Experience

· Previous experience in a receptionist or front-of-house role
· Experience in a school environment is desirable

Skills and Knowledge

· Excellent phone manner
· Ability to multitask effectively
· Strong interpersonal and communication skills
· Proficiency in Microsoft Office (Word, Excel, Outlook)

Personal Qualities

· Enthusiastic and positive attitude
· Ability to work under pressure and prioritize tasks
· Commitment to maintaining confidentiality
· Commitment to safeguarding and promoting the welfare of children



Other Information 

The Constance Bridgeman Centre is committed to safeguarding and promoting the welfare of children. All appointments will be subject to a satisfactory completion of references and safeguarding checks.


Application closing date: 12 July 2024

Interview dates: 15th – 19th of July 2024












