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			JOB DESCRIPTION
Role: Receptionist
Grade: Local Government Services (NJC) Scale points 4-6 
[bookmark: _GoBack]Terms/Hours: Permanent, term time plus 2 days. 32.5 hours per week. Monday – Friday 8.00am to 3.00pm
Reporting to: Headteachers PA
 ____________________________________________________________________________________________________ 
Main purpose and object of the role:
Provide an effective telephone and reception service in the school office
Manage the School Postbox and distribution of incoming and outgoing post
Key Responsibilities: 
Provide a reception service for visitors dealing with enquiries and liaising with other staff as necessary
Operate the switchboard and deal with telephone enquiries, liaising with other staff as necessary
Input, retrieve and report on student data using the ARBOR database and other software
Effective management of the School postbox, directing email communications as appropriate
Opening and distribution of incoming post and the despatch of outgoing post
Assist with general office duties as required
To carry out any additional duties as reasonably requested by the Headteacher
Knowledge Skills and Experience:
Excellent communication and relationship building skills at all levels
Communicate sensitively and effectively with a wide range of people
Qualifications:
GCSE 4/C Maths and English
This is a description of the job as it is at present, it is the practice of this school periodically to examine employees’ job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.
This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will therefore be expected to participate fully in such discussions.  It is the school’s aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes in your job description after consultation with you.
All posts at the school are subject to a 6 month probationary period.  Confirmation of the position is subject to satisfactory completion of this period.

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