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JOB DESCRIPTION

The Impact Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

	
	Duties & Responsibilities 
(NB these are not exhaustive but an indication of the types of tasks that will be required)

Reception:
1. To lead in managing the Reception area in a calm, welcoming and professional manner ensuring the ethos of the school is promoted at all times delivering high levels of customer service 
2. To be the frontline in safeguarding and support with attendance recording
3. To be aware of current school activities and policies in order to deal with enquiries
4. To receive and deal with all school telephone calls via the switchboard efficiently and effectively, redirecting when required.
5. To monitor and deal with the main school email inbox efficiently and effectively, forwarding when required.
6. Manage the InVentry system and assist with DBS checks for visitors/contractors
7. To provide a comprehensive communication service to staff, parents, visitors and members of the public and to act as a conduit for information for and about the school including distributing post to the Staff Room 
8. Support the on-call system and manage the record keeping of calls
9. Deal with confiscations from students and contacting parents/carers
10. To be an active part of the Admin Team and share a rotation of duties/cover as required
11. Line manage part time receptionist
12. To provide cover for other Reception/Admin staff as required
13. To comply with the Fire Safety Policy and play an active role in fire drills
14. Manage the school’s vaccination programme
15. Manage access to mini buses, school mobile phones
16. Support with the administration of the detention process
17. To help facilitate interviews
18. To comply with the school’s Health and Safety Policy
19. To undertake any other duties as may reasonably be required
20. Assist with hospitality and events as necessary
21. To work irregular hours on occasion
22. Undertake training in first aid
23. To undertake any other duties as may reasonably be required



	Title: 
Lead Receptionist 

	

	Postholder: 

	

	Date Appointed: 

Date Appointed to this post: 

	

	Salary Point: 
NJC Scale 4

	

	Date of this Job Description:
November 2023

	

	Hours: 
32.5 hours pw/39weeks

	

	Immediately responsible to/Line Manager:
Officer Manager

	

	Responsible for:
Receptionist

	

	Important Relationships:
Office Manager
Senior Leadership Team
Admin Team
All Staff, students and families

	

	Job Purpose:
To provide a warm welcome, both on the telephone and to visitors to the school.  To ensure an efficient and professional service to all users of the school.  To be the front line in safeguarding in the school.

To ensure efficient and professional administrative support.
	



Agreed and signed 

Postholder	................................................(Sign) 		Date	....................................

Postholder	................................................(Print) 		Date	....................................

Headteacher	................................................(Sign) 		Date	……..............................
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