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	JOB DESCRIPTION
Receptionist 




	ACCOUNTABLE TO
	Business Manager
	SCALE
	NJC 14 – 17 

	JOB PURPOSE
	· Provide a professional first point of contact for the College; welcoming visitors and answering any incoming calls.   
· Provide administrative duties to the main school office.

	Key Area
	Responsibility

	Responsibilities
Carry out all duties and responsibilities in accordance with School policies and procedures and statutory requirements.


	· Allow access to the College site and main reception entrance ensuring proper security checks are taken with regular visitors
· Maintain and update school information, records and databases when required
· To use the databases and administrative systems, ensuring they are kept up to date.  
· To produce registers in the event of the fire alarm being activated.
· To keep the reception information updated at all times including TV’s.
· To ensure that telephone and email queries are dealt with effectively, taking the initiative to identify and handle issues that arise 
· To sort and distribute all incoming post on a daily basis 
· To prepare all outgoing post 
· Ensure calls are answered in a timely and professional manner and correctly routed to their intended 
· To ensure the reception area is clean, free from clutter and well presented as first impression of the College 
· To ensure that key information is available at the main reception, i.e. up-to-date telephone list, 
· Routine stationery ordering/Ensuring paper stock is monitored 
· Ensure safeguarding procedures are followed in relation to students leaving school during the day
· Ensure Reception is updated with a list of student out on trips/fixtures  
· To undertake any other duties as asked by Line Manager and/or Senior Members of Staff
· To be flexible and to support the business needs of the College
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	Accountability and Discretion
	· To take, and be accountable for, all decisions made within the parameters of the job description

	Performance Management
	· The standards of the post holder will be measured through Kemnal Technology College’s appraisal system by setting targets linked to this job description.  The job description will be reviewed annually at the appraisal meeting.

	Discipline, Health and Safety
	· Work in accordance with the guidelines set out in The Kemnal Academies Trust (TKAT) Health and Safety Policy.

	General Responsibilities
	· Promote and uphold the College values of being Ambitious, Resilient and Considerate.

	Review of job description

	· This job description is intended to provide guidance on the range of duties associated with the post. It is not intended to provide a full and exclusive definition of the post and the post holder may be required to undertake additional duties by the Head Teacher. It may be subject to modification and amendment at any time after consultation with the post holder. 

	
Signed/ date Head Teacher
	
		Date: 

	
Signed/date Employee
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