ST. JOHN’S C. E. PRIMARY SCHOOL PRIVATE 

_______________________________________________________________________________________
JOB TITLE:


Receptionist
REPORTS TO: 
           School Business Manager
GRADE: 


KR5
1. PURPOSE OF THE JOB:

a) To be the first point of contact for all members of the school community and visitors to the school.

b) To represent the school as its “public face”.
c) To promote the school positively within the local and wider community.
d) To provide general clerical support as required as part of the wider administration team.
2.   PRINCIPAL ACCOUNTABILITIES:

To uphold all school policies and maintain confidentiality at all times.

a) To act as “front of house” and first point of contact, giving a calm and professional service at all times, welcoming visitors and providing appropriate levels of hospitality.

b) To keep the school diary (paper and electronic) up to date and current.

c) To deal with and take appropriate action for all post, e-mails and telephone calls received to the school, distributing to others as appropriate.

d) To update school publications in consultation with the Headteacher or his/her representative.

e) To administer the electronic parent communication system.
f) To provide support to staff, pupils and their families, working closely with other members of the school team as appropriate.

g) To participate in training and performance development as appropriate.

h) To carry out any other duties as directed by the Headteacher/Business Manager.
3.
Person Specification

	
	Minimum

	Qualifications
	GCSE or equivalent English and Maths essential.

	Experience
	Reception/Front of house.  
School office experience, working with the public and dealing with confidential issues essential.

	Skills and Abilities
	Excellent inter-personal skills required.  
Must be a team player.   
Must be proactive, flexible and able to deal with all stakeholders calmly, sensitively and at the appropriate level.  
Must be able to work independently and use initiative.

Must be well organised and able to prioritise.

Ability to multi task.  
Keyboard skills.
Ability to work under pressure and remain calm and efficient.

	Knowledge
	SIMS.net (desirable).  
MS Word and Excel.


This job description is provided to assist the post holder to know their principal duties.  It may be amended from time-to-time in consultation with you without change to the level of responsibility appropriate to the grading of the post.
Signed  (Job Holder)_____________________________      Date _________________________

Signed  (Line Manager)___________________________     Date _________________________

