Godstowe

Job Description

Receptionist
The School is committed to safeguarding and promoting the welfare of children

and young people and expects all staff and volunteers to share this commitment.
Introduction

The Receptionist is expected to be committed and enthusiastic.  They should be able to communicate well with pupils, parents, staff and visitors and have good organisational skills.  They should be receptive to new ideas and have a sense of humour.  They need to be committed to the school.  

Main Activities

The major part of the job is the welcoming of visitors, answering the main school telephone and dealing with all queries from parents, pupils and visitors always ensuring the safety and welfare of the children as first priority.
Management

The Receptionist liaises closely with all members of staff.  They assist the school offices and the Senior Leadership Team (SLT) with certain tasks.  This role reports to the DFO.
Duties and Responsibilities:

1. Reception Duties:


To publish parent communications as required.


Receive all incoming phone calls, direct them to the right person and deal with any queries.


Ensure safety standards are adhered to and visitors sign in and carry a visitor’s badge.

Deal with incoming post and direct it to the right recipients. Take delivery of parcels and courier packages and liaise with the Maintenance staff and Bursar’s office to ensure swift removal from Reception and delivery to the right person.

Maintain a tidy and welcoming Reception area that ensures an appropriate first impression of the school to visitors.  

To attend on the school’s Open Days (one Saturday per School Term) typically between 9.30am and 1.30pm, greeting visitors and assisting with the smooth running of the event.

To be trained in administering first aid and make a first assessment of whether a child needs to visit the Health Centre.


To maintain a weekly log of children visiting the Health Centre and give out visiting cards to children.

To check input of Registers on the School’s database (ISAMS) and print a daily absence record sheet, to be displayed in the Staff Room.

To log and communicate as necessary, information about children’s absence, whether planned or advised by parents on the day.

By 10.30am at the latest, follow up by telephone call on any children who are not in school and for whom no absence has been notified.


To capture statistics etc. relating to registration and pass information on as required by the Head or Bursar


To make basic entries on the school’s pupil database, as requested, ensuring the utmost accuracy.


To assist with any correspondence or administrative tasks, as required by the Headmistress or her Deputies.


To assist the school offices with any ad-hoc administrative tasks.


To assist the Headmistress with any other tasks, as reasonably requested.

2. Specifically to the Safety and Welfare of the Children:

· Following school policies and procedures, ensure that children are handed over to the right person collecting at the end of the day or during the school day, as necessary.
· Liaise with the Health Centre and/or the Deputy Heads in case of a child’s accident or illness.
· In case of an emergency, assist where possible to ensure the school’s policies are fully adhered to.
· To report swiftly any causes for concern regarding the children to the Headmistress or her Deputies.
Review

The job description will be reviewed annually and may be subject to amendment after consultation.
The above is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post.
Child Protection
All members of staff are responsible for the promoting and safeguarding the welfare of children.  All members of staff are required to participate in regular child protection training and to follow the child protection policy at all times.  Any child protection issues must be referred to the designated person for child protection and/or the Headmistress.
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