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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 assist with 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
3. To receive and redirect all school telephone calls via the switchboard efficiently and effectively
4. 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 
5. To be an active part of the Admin Team and share a rotation of duties/cover as required
6. To comply with the school’s Health and Safety Policy
7. To undertake any other duties as may reasonably be required

Administrative:
1. To administer communications with parents and other stakeholders, responding and redirecting emails and phone calls as appropriate
2. To support Student Services by directing student queries to the appropriate person
3. To help facilitate interviews
4. To provide cover for other Reception staff as required
5. To comply with the school’s Health and Safety Policy
6. To undertake any other duties as may reasonably be required

Hospitality and Events


	Title: 
Part Time Receptionist 
	

	Postholder: 

	

	Date Appointed: 

Date Appointed to this post: 

	

	Salary Point: 
Scale 2

	

	Date of this Job Description:
April 2021

	

	Hours: 
10 hours per week (2 per day)
38 weeks per year

	

	Immediately responsible to/Line Manager:
Receptionist & Administrative Assistant / Executive Assistant

	

	Responsible for:

	

	Important Relationships:
Students & Parents
All Staff & Stakeholders

	

	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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