
	WEXHAM SCHOOL
JOB DESCRIPTION: 
Receptionist

	Responsible to:      
Position in the school:           
	Office Manager 
Receptionist

	Main purpose of the job

	The Receptionist is responsible for:
· Providing a professional and welcoming response to visitors to the school. 
· Maintaining a welcoming and professional reception area. 

	Job Specification:

	Operational
· Be the first point of contact for visitors to the school and provide an accurate information service to visitors, staff, parents and where appropriate  
· Answer telephones in professional manner and according to the schools preferred procedures
· Ensure accurate recording of messages and ensuring these are forwarded in a timely manner
· Keep accurate records of pupils, staff and visitors who arrive/ leave the school 
· Contact parents when requested by staff 
· At times to assist with administrative tasks where required.  
· Typing and record maintenance and  other assigned general office duties
· Establish good relationships with all staff to ensure a professional administrative support  service
· Information retrieval and distribution (e.g. reporting) using systems available (e.g. SIMS)
· Be responsible for stock control of administrative resources including inventories of equipment
· Accept and check deliveries of goods inwards
· Update displays and information boards/screens
· Be committed to learn new skills 

	Conditions of Employment

	· The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).
· The post holder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. 
· To uphold the school's policy in respect of child protection matters.
· S/he shall be subject to all relevant statutory and institutional requirements.
· The post holder may be required to perform any other reasonable tasks after consultation.
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.
· This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.
· All staff participate in the school’s performance management scheme.









	Safeguarding Children

	In accordance with the School’s commitment to follow and adhere to the Department for Education’s  guidance entitled ‘Keeping Children Safe in Education’ (September 2022) and all other relevant guidance and legislation in respect of safeguarding children, you are required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people.  All staff are required to maintain appropriate professional boundaries in relationships with children and with all members of the school community and outside agencies, and exercise sound professional judgment which always focuses upon the best interests of the students and the school.
You are required to have enhanced DBS clearance.  
You must understand and carry out your duties in accordance with the responsibilities of being in a position of trust and despatch your duty of care appropriately at all times.  You will be expected to present a consistently positive image of the school and uphold public trust and confidence at all times.


	Confidentiality

	During the course of your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of the Wexham School or to the health and personal affairs of pupils and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation. 

	Data Protection

	During the course of your employment you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 2018 and are properly applied to student, staff and school business/information. 

	Freedom of Information 

	The post holder must be aware that any information held by the school in theory could be requested by the public, including emails and minutes of meetings. It is therefore essential that records are accurately recorded and maintained in accordance with the school's policies and procedures.

	Smoking Policy

	Smoking is not permitted on any premises or grounds managed, leased or owned by Wexham School. Smoking is not permitted in school vehicles or in any vehicle parked on school premises.


























	WEXHAM SCHOOL - PERSON SPECIFICATION:
Receptionist 

	Qualifications and Experience
	Essential
	Desirable

	Good levels of literacy and numeracy
	
	

	Good grade at GCSE in English and mathematics or equivalent
	
	

	Office/Administration experience commensurate with post
	
	

	Experience of working in a school environment 
	
	

	
	
	

	Knowledge and Skills
	Essential
	Desirable

	Ability to work to tight deadlines
	
	

	Possess excellent and clear communication skills
	
	

	High level of customer service skills
	
	

	Able to use ICT effectively for administrative tasks such as email, calendar, and the monitoring, logging, signing off tasks
	
	

	Able to use administrative procedures
	
	

	Ability to maintain an orderly and safe working environment
	
	

	Good record maintenance skills including information retrieval
	
	

	Ability to respond to a wide range of enquiries
	
	

	Personal Qualities
	Essential
	Desirable

	Able to communicate effectively both verbally and in writing 
	
	

	The ability to communicate with a wide variety of individuals who may visit the school 
	
	

	The ability to develop a good relationship with the staff and pupils
	
	

	Flexible in their approach to the role and able to use their initiative 
	
	

	Work well within a team
	
	

	Able to plan, prioritise and organise own work schedule
	
	

	Be of smart appearance and understand the need to represent the school in a professional manner
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