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Job Description

Job Title:	Lead Receptionist

Reports to: 	Operations Manager

Responsible for: 	Receptionist

Working Time:       37.5 hours worked over 5 days per week according to the rota
0730-1530 or 1030-1830 inclusive of a 30-minute unpaid break

Purpose of Job: 
To proactively lead the co-ordination of the School’s Front of House Reception function, including line management of reception staff. As the first point of contact for School visitors, (including prospective parents, parents, staff, visiting schools for sports, governors and others), provides an efficient and effective ‘meet and greet’ service adopting a professional, welcoming and helpful, customer-focused approach to the role and directing them appropriately. Lead the Reception Team to ensure required services relating to the receptionist function are delivered to a high standard.

Main Duties and Responsibilities 
· Co-ordination of the School’s Front of House Reception function.
· Line management of Receptionist, with responsibility for annual appraisal process.
· Greets all visitors, staff and students to the School ensuring they are dealt with in a professional manner, are appropriately signed in and ensures that visitor passes are issued as required and that a record is kept in line with the School’s Safeguarding Policy and Procedures. Makes guests feel welcome by offering refreshments.  
· Be responsible for ensuring that all visitors and contractors provide valid safeguarding check information, along with suitable identification.
· Answers incoming telephone calls using standard greeting, provides information, redirect calls to the appropriate department or person, or takes messages as required. 
· Ensures that the reception area always provides a tidy and professional image, replenishing displays of prospectuses, leaflets, magazines, and other School publications before stocks run low and updates the Reception electronic display screen, daily. 
· Sorts incoming post and directs to correct parts of the School. Stamps and prepares outgoing post and parcels for collection. 
· Responsible for the staff and visitor ID badge process.
· Accepts deliveries and couriered goods for the School, ensuring they are signed for where necessary and liaises with the Caretaking team to ensure effective re-direction within the School. 
· Processes credit card and cash payments for School fees and student services and counts and reconciles payments received daily. 
· Orders security sign in sheets, lanyards and the weekly stores as required. 
· Logs and securely stores exam papers in liaison with the Examinations Officer. 
· Supports ad hoc administrative tasks in support of the PAs to the Head and Director of Operations/Finance and other members of the School administrative team.
· Co-ordinate and administer all bookings for the Meeting and Conference Rooms.
· Act as Fire Marshal for the purposes of Health and Safety.

General Responsibilities 
· Ensures the safety and well-being of children and young people at the School by adhering to and always complying with the School’s Safeguarding and Child Protection Policy.
· Attends Royal Russell Day and Open Day to carry out allocated duties as required.
· Always displays correct staff identification whilst on site.
· Attends training and staff INSET sessions organised by the School to provide a consistent approach across the entire School staff population.
· Always adheres to Health & Safety legislation, and all departmental policies and procedures, to ensure the safety of you and colleagues as well as pupils, staff and visitors.
· Carries out any other reasonable duties as requested by the Headmaster or other member of the SLT.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The job-holder’s actual responsibilities, tasks, and duties might differ from those outlined in the job description, and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.





Person Specification – Lead Receptionist

The person specification focuses on the range of criteria required to undertake the role effectively.  Candidates will be assessed from their Application Form and personal statement (A), interview (I) and by an exercise (E), Task (T) or Lesson Observation (L) as appropriate.

	Criteria
	Essential
	Desirable
	Measured by/evidence

	Education and Qualifications
	· Good level of general education including GCSE Maths and English at Grade C or above, or equivalent. 
	· A valid First Aid Certificate (or willingness to be trained to achieve certification) 
· Full clean driving licence

	A

A/I



	Experience
	· Previous experience in a customer service/reception/front of house environment

	· Previous experience of working in a School or similar environment

	A/I



	Knowledge and skills
	· Excellent oral and verbal communication skills
· Adept and skilled with the MS Office suite of applications
· Well organised and able to prioritise own work to meet deadlines. 
· Able to use own initiative and work as part of a team.
· Commitment to high standards
· Be security conscious at all times.
	
	I

I
I

I

I
I

	Personal competencies and qualities
	· Commitment to high standards
· Hard working, friendly and approachable
· Physically active and fit enough to complete all duties. 
· Reliable and trustworthy
	
	I
I

I

I

	Other requirements
	· Commitment to promote and safeguard the welfare of children, young persons and vulnerable adults.
· Available to cover holidays and occasional Saturday evenings and Sundays for functions and events.
· Empathy with the ethos and aims of Royal Russell School 
	
	A/I



A/I





A/I



Dress code:
Reception staff are required to dress in a manner which ensures their duties are accomplished without prejudicing the Health and Safety of themselves or others, and to maintain a neat, tidy and professional appearance.  Staff are further expected to conform in every aspect with the requirements in clothing dictated by the Health and Safety at Work Act.  

I acknowledge receipt of this job description dated February 2024 and agree to undertake the duties and responsibilities contained within it. I understand and accept that the contents of this job description may be varied at a later date to include other responsibilities of an equivalent level in line with my qualifications, skills and experience. 

Signed: ………………………………………………….. 		Dated: ………………………
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