Job Description – Receptionist and Play/Meal supervisor

· Provide outstanding front-line customer service to parents, staff, pupils and visitors to the school as well as a high standard of administration duties.
· Answer calls, dealing with visitors and presenting a positive image of the school that upholds the school’s values and ethos.
· Interact with parents, carers, colleagues and visitors to the school, at all levels of seniority, with confidence, tact and professionalism.
· Ensure safeguarding procedures are followed for all visitors and appropriately handling incoming calls and enquiries. Record and report safeguarding incidents in accordance with the school’s Safeguarding Policy.
· Monitor the school email inbox and ensure that all communications are correctly logged and routed to their intended recipients, or an appropriate member of staff, to ensure an effective communication system.
· Send communications via the school’s Parent Communication platform, currently Weduc.
· Provide general administrative support as requested and provide cover for colleagues in the school office team.
· Undertake reprographics work.
· Ensure that the reception area remains tidy and that literature and forms are updated and replenished as necessary.
· Undertake first aid training in order to provide first aid to pupils, staff and visitors where necessary and record all incidents in the appropriate software provided.
· Undertake meal and playtime supervision duties on a daily basis. This will involve supervising children in the dinner hall and playground, to ensure they are safe at all times and following school rules implemented to keep them safe.
· Assist with student welfare and liaise with parents where necessary.
· Order goods and check them in as received on the school’s finance system when they are delivered.
· To carry out other reasonable tasks commensurate with your grade.





