	Receptionist Job Description

Scale 2, point 10-13
 £ 14,126.76 (actual)
37 hours per week, term-time + 3 weeks,

	


	Core purpose
To provide a reception service to the academy, including the operation of a switchboard, managing the post, provision of first aid for students and staff and general administrative tasks for the Academy. 


	Specific responsibilities
· Undertake standard reception duties such as: operating a switchboard, taking messages, routine face-to-face enquiries, coordinating room bookings and maintaining the daily evacuation file

· Ensure all visitors sign in and out, confirming relevant Identification checks have been completed
· Sort and distribute mail; prepare all outgoing mail and deliver to the Post Office and organising the collection of parcels with couriers if applicable
· Assist with student first aid/welfare duties, looking after sick students, liaising with parents/carers and staff
· Maintain the academy’s first aid tracker, monitor staff training and replenish medical supplies when required

· Record and maintain attendance and punctuality data
· To keep records of all academy staff signing in and out of school
· Undertake typing of routine letters and other documents for the Principal, College Leaders, curriculum areas and the Principal’s PA
· Produce lists, information and data as required
· Carry out photocopying, filing, faxing, emailing and completion of routine forms as required
· Maintain a professional and tidy reception area at all times 

· Uphold and adhere to all the academy’s policies


	Generic Responsibilities
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description will be reviewed annually. The Principal reserves the right to alter the content of this job description, after consultation with the post-holder, to reflect changes to the job or services provided. Staff must wear formal office dress.



	Line managed by Office Manger



