
JOB DESCRIPTION – RECEPTIONIST/ADMINSTRATOR

JOB OVERVIEW
The School Receptionist is responsible for providing a professional, efficient, and welcoming reception service to students, parents, staff and visitors. As the first point of contact for the school, the receptionist plays a key role in creating a positive impression while supporting the smooth operation of the school's administrative functions.

The postholder will manage reception duties, respond to enquiries, maintain records, and provide administrative support, ensuring all activities are carried out in accordance with school policies and safeguarding procedures.

Reports to: Admin Team Leader 
Reports in:  None

	
	Reception

	
	· Provide a professional reception service, acting as the first point of contact for visitors, parents, staff and pupils.
· Checking of the school registers to ensure all pupils are accounted for during morning and afternoon registration, in line with safeguarding procedures.
· Handle incoming telephone calls, emails and enquiries with professionalism and direct them appropriately and take accurate messages.
· Monitor and manage the Reception mailbox.
· Welcome visitors to the school and ensure compliance with safeguarding, health and safety and visitor sign-in procedures.
· Notify staff promptly of visitor arrivals.
· Maintain visitor diary and schedules.
· Support the administration of parking arrangements, including visitor parking and staff vehicle records.
· Monitor and maintain a presentable and welcoming reception area to ensure a professional environment.
· Handle confidential information in line with data protection regulations.

	
	General Administration 

	
	· Setting up and the administration of breakfast clubs, extra curricular activity and prep bookings using Wisepay and SchoolCloud.
· Maintain accurate pupil registers for clubs and communicate booking information to parents and relevant staff.
· Support catering with setting up of termly menus and sandwich lists for trips and clubs.
· Maintain and update fire registers to support emergency evacuation procedures.
· Support pupils with communication home during the school day.
· Assist with recruitment administration, including checking and copying interview documentation.
· Produce a range of correspondence and administrative documents, including attendance letters and reward certificates.
· Sort and distribute incoming post to the appropriate departments and staff.
· Provide and administer first aid to pupils. 



	Person Specification

	
	Essential
	Desirable

	Qualifications and Professional Development
	· GCSE’s or equivalent
  
	· Relevant administrative qualification or equivalent experience 
· First Aid qualification 

	Experience
	•      Experience within general 
office/clerical environment 


 
	· Previous experience in a receptionist, front-of-house, customer service, or administrative role. 

·  Experience handling telephone and face-to-face enquiries.

· Experience of working with in a school environment  

	Knowledge
	· Knowledge of general office procedures and administration.
	· Awareness of safeguarding responsibilities in an educational environment.
· Understanding of confidentiality and data protection requirements

	Skills and Attributes
	· Excellent verbal and written communication skills. 
· Strong interpersonal skills with the ability to build positive relationships. 
· Professional and welcoming manner. 
· Excellent organisational and time-management skills. 
· Ability to multitask and prioritise workload effectively. 
· High level of accuracy and attention to detail. 
· Ability to work independently and as part of a team.
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	Personal Qualities
	· Friendly, approachable, and professional. 
· Reliable and punctual. 
· Calm and resilient under pressure. 
· Flexible and adaptable. 

	Equal Opportunities and Commitment
	· Commitment to equality of opportunity for all regardless of gender, disability, religion, and ethnic origin. 

Demonstrate a commitment to: 

· safeguarding and child protection equalities 
· promoting the school’s vision, values and ethos 
· high quality, stimulating learning environment 
· relating positively to and showing respect for all members of the school and wider community





This Job Description and areas of responsibility may be developed to reflect the strengths of the post holder, their areas for development and aspirations. Whilst every effort has been made to explain the main duties and responsibilities of the role, each individual task may not be identified. The post holder may be asked to undertake other duties from time to time as required and commensurate with the position as deemed necessary.

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom he/she is responsible, or with whom he/she comes into contact will be to adhere to and ensure compliance with the school’s Child Protection Policy Statement at all times. If in the course of carrying out the duties of the post, the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, he/she must report any concerns to the Designated Safeguarding Lead.

The above is an indication of the requirements of the post and is not meant to be inclusive or exhaustive. Any role that needs to be undertaken should also be undertaken whether or not included in the above.

This non-contractual job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once every two years (as part of the appraisal process), and it may be subject to modification or amendment at any time after consultation with the holder of the post.

	
I have read and understood the responsibilities for the position of the Receptionist/Administrator  I am aware that the Job Description is subject to change accordance with the needs of the business.

	Name:
	

	Signed:
	
	Date:
	



Inspired Learning Group committed to safeguarding and promoting the welfare of children  and young people and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening, as all new staff will be subject to enhanced DBS clearance, identity checks, qualification checks and employment checks to include an exploration of any gaps within employment, two satisfactory references and registration with the Disclosure and Barring Service (DBS).
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