	[image: image1.jpg]'\@ ROKEBY






Job Description

Job Title:


Receptionist – PM
Line Manager


Office Manager
Important Functional

Relationships:


Head, Deputy Heads, Bursar, 
SLT, Alternate Receptionist




Teaching Staff and Pupils

Main purpose of Role:

To be the first port of call for all visitors
To answer the telephone and deal with phone queries.
To be responsible for first aid and welfare of pupils before and or after school. 
To assist with first aid during the day as required by the primary first aider including after-school and or before school
To ensure distribution of post and if necessary franking of post

To order stationery for staff and keep stationery cupboard tidy and organised, check supplies.
Main Responsibilities, duties and areas of the role
The school operates an MIS system ISAMS
1. To meet and greet – Front of House

2. To ensure staff sign in and out

3. To ensure visitors sign in and out and are aware of evacuation procedures

4. To answer the telephone and take messages or direct calls onwards

5. To assist with first aid during the day as required by the primary first aider
6. To assist the Office Manager as directed – secretarial (Word and Excel)
7. Updates on ISAMS as directed by the Office Manager 
8. To order stationery for staff and ensure general stationery is available in the stationery cupboard.
9. To offer secretarial assistance to other staff as directed by the Office Manager
10. Any other duties reasonably requested by the Head or Bursar or Office Manager
11. To report to the SLT or DSL any boys who are causing concern by, for example, illness or distress or not behaving appropriately, etc.
12. To ensure each receptionist liaises with the other regarding issues and work progress and help cover any additional secretarial work for the Head of Middle School
13. To provide admin assistance for Homework Club 

14. To ensure cups and trophies are returned and ready for prize day
15. Filing of pupil records

Additional Information:

Hours of work:
Term Time: 

Hours of Work 11.30am – 6.00pm
School Holiday Time:

Last week of the summer holidays before school returns for the Autumn Term plus INSET days 
Receptionists are also required to attend the Prize Day and Open Day (half day Saturdays)
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