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JOB DESCRIPTION

	JOB TITLE
	Receptionist (Permanent Contract)

	GRADE
	Scale 1/2, SCP 8-13 (Dependent on experience) 
(£16,626 - £17,391 pro rata, actual salary £5,627 - £5,886) 



	RESPONSIBLE TO
	Senior Admin Manager

	HOURS OF DUTY
	14.5 hours per week, term time only

Thursday – Friday 8:45am – 4:30pm (30 minutes unpaid lunch)


	ANY SPECIAL CONDITIONS 

OF SERVICE
	This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Appointment to this post is subject to Disclosure and Barring vetting checks.  

The school operates a No Smoking Policy.



PURPOSE OF THE JOB

To assist the Admin and Data Team to provide a professional, effective and efficient reception service that includes:
· Operation of the school’s switchboard.
· General reception duties.
· Providing general administration support to the Admin and Data Team.
ORGANISATIONAL CHART
	Headteacher

	
	

	Director of Support Services 

	
	

	Senior Admin Manager

	
	

	Receptionist


CONTROL OF RESOURCES

Personnel

:
None 

Financial


: 
None
Health/Safety/Welfare

:
The post holder is responsible for the health, safety and welfare 





of him/herself and others within their care, in accordance with 





the school’s and the Health and Safety at Work Act, 1974.
Relationships (internal and external):
Internal:
1.
Teaching and support staff within the school

2. Users of the school

3. Voluntary helpers

4. Pupils

External:
1.
Parents/Carers


2.
Visitors to the School  
Responsibilities:
The postholder must perform their duties in accordance with the




school’s Equal Opportunities Policy.

MAIN DUTIES 
1. To be the first point of contact for all visitors to the school.  To answer and operate the school telephone switchboard and barrier system.
2. To carry out reception duties ensuring a professional, customer focused service to both internal and external customers.

3. To ensure all visitors adhere to the signing in/out system and are issued with lanyards in line with the School’s Safeguarding policy.
4. To deal with incoming/outgoing mail and parcels.  To accept deliveries on behalf of the schools Facilities Management provider when FM Staff are unavailable.  To make Facilities Management aware of any deliveries that have arrived.
5. To manage reception room bookings and the visitors diary.
6. To ensure that the reception area and interview rooms are maintained to a high standard.
7. To update the Free School Meal information on Progresso as informed by RMBC/OMBC.
8. To update the visitors DBS register as instructed by the Senior Admin Manager.

9. To support the School Improvement Plan (SIP) by actively reviewing and developing current systems.

10. To provide administrative support to support teams as required.

Support for the school

· Be aware of and comply with all school’s policies and in particular the procedures relating to child protection, health, safety and security, confidentiality and data protection. Report all concerns to an appropriate person (as named in the policy concerned).

· Contribute to the school ethos, aims and development/improvement plan.

· Appreciate and support the role of other professionals.

· Attend relevant meetings as required.
· Assist with Administrative duties if required. 
· Participate in training and other learning activities as required.

· Assist with the supervision of pupils out of directed lesson time, including before and after school if appropriate and within working hours.

· Assist with the organisation, routines and upkeep of the learning environment.

SECONDARY DUTIES

The postholder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.

	Signed                                                                                                
	Post holder
	Date

	Signed                                                                                      
	Line Manager
	Date
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