
JOB DESCRIPTION 

 
 
POST TITLE: Receptionist 
    
GRADE: Grade D SCP 4 37.5 hours per week TTO + 10 Days 
 
RESPONSIBLE TO: School Systems Manager 
 
JOB PURPOSE:  
The School Receptionist is the first point of call for visitors to the school, parents, staff and 
children.  As the ‘face’ of the school the receptionist should be welcoming, personable, helpful, 
and able to represent the School in a professional and friendly manner.  In addition, it is 
essential that the person for this role is organized, able to multitask, work flexibly and have a 
‘can do’ approach to work.  The receptionist is also required to assist with various administrative 
tasks, requiring a good level of IT skills 
 
MAIN DUTIES/RESPONSIBILITIES 
 
 Meet and greet all parents, pupils and visitors to school ensuring in a warm and manner, 

ensuring that the experience leaves a positive impression. 
 Co-ordinate the signing in and out of all visitors to the school and ensuring provision of a 

visitor’s badge. 
 Handling and directing enquiries from pupil, parents, staff, visitors and other agencies with 

discretion and professionalism and when necessary referring enquiries to the relevant 
person. 

 Answering incoming calls, transferring calls to relevant staff and taking any necessary 
messages and passing them on to the person concerned also ensuring any urgent 
messages are relayed to pupils and staff efficiently and in a confidential manner. 

 Filtering and re-directing incoming email to appropriate staff. 
 Sorting and distributing incoming post. 
 Prepare outgoing post and maintain stocks of stamps. 
 Signing for deliveries and maintaining a log of confidential materials delivered e.g. 

examination papers. 
 Arranging and booking transport as required for school visits and sporting fixtures. 
 Ensuring sufficient stationery stocks for general office and reception. 
 Assist with maintaining and updating school information records and databases. 
 Assisting with the production and distribution of parental communication documents. 
 Providing administrative support when required, e.g. laminating, binding, weekly bulletin 
 Providing reprographic support. 
 Ensuring pigeon holes and tutor folders are updated when required. 
 Ensuring fire registers for pupils and staff are accurate and accessible in the event of a fire 

alarm. 
 Ensuring the reception area is kept smart and tidy and reading material is up to date. 
 
This job description is not an exhaustive list of duties and the post holder will be required to 
undertake any other reasonable duties of a similar nature as required by School Systems 
Manager and other delegated persons of responsibility. 

Essential Criteria: 

 Minimum GCSE English and Maths. 
 Excellent communication (written and oral) skills. 
 Excellent interpersonal and team work skills with the ability to enthuse and motivate others. 
 Good planning and organisational skills and flexible approach to the management of work. 



 Advanced use of ICT in particular all elements of Microsoft office and other relevant 
computer software, e.g. SIMS, internet, Google Drive and email (training will be provided to 
for school specific software as necessary). 

 Produce work of a high standard, with accuracy and attention to detail. 
 Ability to work as part of a team and on own initiative and with resilience in a busy and 

sometimes demanding environment. 
 Self-motivated with the ability to multi-task. 

Desirable Criteria: 

 Experience of working with management information systems (MIS) and/or databases. 
 Experience in an educational/institutional environment. 
 Experience in a customer facing role. 

All Staff of The 1590 Trust are expected to: 

 Be aware of and comply with policies and procedures relating to Child Protection, Health & 
Safety and confidentiality, reporting all concerns to an appropriate person. 

 Be aware of and support difference and ensure all pupils have equal access to opportunities 
to learn and develop. 

 Establish constructive relationships and communicate with other agencies/professionals, in 
liaison with the teacher, to support achievement and progress of pupils. 

 Contribute to the overall ethos/work/aims of the school. 
 Have high professional standards and be an appropriate role model of reliability, behaviour 

and appearance. 
 Attend regular meetings as required. 
 Participate in training and other learning activities and performance development as 

required. 
 Recognise own strengths and areas of expertise and use these to advise and support 

others. 
 Show a duty of care and take appropriate action to comply with Health & Safety 

requirements at all time. 
 Demonstrate and promote commitment to Equal Opportunities and to the elimination of 

behaviour and practices that could be discriminatory. 
 
SAFEGUARDING - Promoting the Welfare of Children and Young People 
 

 To demonstrate a commitment to safeguarding and promoting the welfare of children and 
young people, staff and volunteers.  

 

 To demonstrate a thorough understanding of safeguarding and safer recruitment policies 
and procedures, and their application within an educational setting/environment. 

 
This job description outlines the main activities of the postholder.   It is not meant to be, nor is     
it, an exhaustive or exclusive list of specific duties and activities.   The postholder will be 
expected to undertake any duties, which could reasonably be construed as being within the 
remit of the post. 
 
 



PERSON SPECIFICATION 
 
POST TITLE: Receptionist 
    
GRADE: Grade D SCP 4 37 hours per week TTO + 10 Days 
 

 Essential Desirable 

QUALIFICATIONS/
TRAINING 

 Minimum GCSE English and Maths  Training in the use of SIMS 

   

EXPERIENCE  Previous experience of working in 
reception 

 Experience of working as part of a 
team 

 Experience of working in an 
educational/institutional 
environment 

 Experience of working with 
management information systems 
(MIS) and/or databases  

 Experience in a customer facing role 

   

SKILLS/ 
KNOWLEDGE 

 Excellent interpersonal and team 
work skills with the ability to enthuse 
and motivate others 

 Excellent communication (written and 
oral) skills 

 Good planning and organisational 
skills and flexible approach to the 
management of work 

 Advanced use of ICT in particular all 
elements of Microsoft office and 
other relevant computer software, 
e.g. SIMS, internet, Google Drive and 
email (training will be provided to for 
school specific software as necessary) 

 Produce work of a high standard, with 
accuracy and attention to detail 

 Ability to work as part of a team and 
on own initiative and with resilience 
in a busy and sometimes demanding 
environment 

 Self-motivated with the ability to 
multi-task 

 

   

PERSONAL 
ATTRIBUTES 

 Friendly and approachable manner 
 Self-motivated 
 Reliable and punctual 
 Flexible 
 A commitment to working as part of 

the whole school team and 
supporting the vision and aims of the 
school 

 



 


