

JOB DESCRIPTION 
Job Title:

RECEPTIONIST 
Job Purpose

To provide reception services to parents, visitors and pupils




To  provide typing and other clerical support services from the




reception desk as required

Responsible to

Head of Management Services 

Other functional

Relationships

Vice Principal, Senior Management PA, Senior Receptionist
The tasks will vary as school priorities change but will include the following in the first instance:

Under the supervision of the Head of Management Services:

1. Providing reception services to parents, staff, pupils and other visitors

2. Sorting and distributing incoming mail

3. Franking and arranging for external mail to be posted

4. Collating data and maintaining records as required

5. Other reception and switchboard services as required

6. Data input and reporting as required

7.
To be fully aware of and understand the duties and responsibilities arising from the 

Children’s Act 2004 and Working Together in relation to child protection and 


safeguarding 
children and young people as this applies to the postholder’s role 


within the organisation.



8.
To also be fully aware of the principles of safeguarding as they apply to vulnerable 

adults in relation to the postholder’s role.



9.
To ensure that the postholder’s line manager is made aware and kept fully 


informed of any concerns which the postholder may have in relation to 



safeguarding and/or child protection.

PERSON SPECIFICATION

Experience
Working in an office environment 


Dealing with face to face and telephone enquiries 


Maintaining records [both manual and computerised]


Typing routine correspondence


Microsoft Word/Excel packages
Skills/Knowledge/Abilities 
Excellent communication skills to deal with visitors/pupils/staff in 

an effective and confident manner


ICT Skills


Flexible approach to work demands

Ability to draft routine correspondence

Ability to organise and prioritise own workload with minimum 

supervision


Ability to handle sensitive and confidential matters and 
exercise judgement where required


Ability to work as part of a team

Understanding of the operational demands/complexity of a 
large school and the impact this places on staff and pupils 
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