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Job Description - Receptionist
Job Purpose

To be the first point of contact for all students, staff, parents and visitors either on the telephone or face to face providing advice and information on all aspects of school life.

To carry out general clerical, reception and administrative duties that support the daily operation of the Administration Department.
To attend INSET days, relevant meetings and training to keep up to date with best practice and support continuous professional development.

To undertake other duties that may be required from time to time and that are commensurate with the grading and general duties of the post.

Key Accountabilities
Reception
· To effectively deal with all students, staff, parents and visitors throughout the day to ensure compliance with safeguarding and fire safety procedures.
· To be responsible for all the incoming telephone calls, verbal and email requests and taking the most appropriate action. This will include passing on information accurately and in a timely manner.
· To welcome all visitors via the gated system, using a friendly and efficient manner, and directing them to their correct destination, while maintaining confidentiality, protecting the image of the school and keeping the community safe. 
· To strictly follow internal instructions and procedures to ensure the smooth running of reception. 
· To sign for deliveries using the appropriate internal process and be responsible for the outgoing post.
· To cover any sickness absence of the reception team.
· To maintain the tidiness of the reception and waiting area to promote the positive image of the school.
First Aid

· To care for any unwell or injured students at school and keep records of any medical treatment provided to ensure the health of the students.
· To strictly follow treatment plans for students in a timely manner and follow up as necessary. 
· To maintain the level of supplies in the first aid kit to ensure that the appropriate items are available in the event of illness or injury.
· To keep the medical room tidy and in good order to ensure the safety and efficiency of any medical treatment.
Clerical

· To create the weekly staff bulletin and distribute every Friday afternoon. 
· To create student confirmation of education letters upon request.

· To send Schoolcomms to parents/carers upon request. To update the school website upon request. 
· To deal with lost property to ensure that it has the best chance of being returned to its owner.

· To assist with filing and photocopying.

· To be trained in the Attendance Administrator’s role and cover if absent. 

· To assist with ad hoc requests from the Administration Department.
Person Specification
Skills and Knowledge

Essential
· A good level of verbal, written and numeracy skills.

· Ability to use own initiative and respond to differing situations using a high degree of interpersonal skill.
· Ability to multi-task throughout the whole afternoon and work calmly under pressure.

· To be polite, tactful and have a sympathetic manner when dealing with students, staff, parents and visitors at all times.

· Good organisational skills to ensure that all aspects of the role are met. 

· Ability to follow set procedures efficiently and effectively.

· Ability to work independently as well as work effectively within a team. 

· Good IT skillset including the use of MS Office and other databases.

Desirable

· Knowledge of customer service principles and or experience in a similar role would be an advantage but is not essential. 
Qualifications
Essential

· A good general level of education to GCSE including Maths and English.
Desirable

· First Aid training (this will be provided for all post holders without an up-to-date qualification).

Attitude/Approach
· A ‘can do’ attitude and a willingness to support the ethos of the school.

· A team player with a flexible approach.

· Able to maintain confidentiality and promote safeguarding at all times. 
· Ability to work, empathise and communicate effectively with all stakeholders.

· A sense of humour.

· Dress standards and appearance appropriate to the role.
