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ST. GEORGE'S C of E FOUNDATION SCHOOL

JOB DESCRIPTION

JOB TITLE:
Receptionist

GRADE:
Kent Scheme B

ACCOUNTABLE TO:
Director of Administration/Headteacher’s PA

JOB PURPOSE:
(i)
To carry out duties appropriate as a Receptionist.

(ii) To support the administration team as and when required.

DIRECTLY RESPONSIBLE

TO THE POSTHOLDER:
Not applicable.

TEAM LEADER TO:
Not applicable.

KEY ACOUNTABILITIES:

All staff at St George’s C of E Foundation School are deemed to be engaged in regulated activity and thus are expected to actively support and promote the vision and values of the school including being committed to safeguarding and promoting the welfare of children.

1.
All telephone duties
· To endeavour to answer all external calls promptly and courteously, using the facilities available.

· To ensure messages on the answer phone are dealt with as appropriate.

· To log all external calls using the present telephone/message book to include date, time, recipient and caller, together with the telephone number if appropriate and message.

· To relay messages to recipients as and when necessary by email.

· To use the tannoy facilities where appropriate.

2. All reception duties including students, staff, parents and visitors to the school.

· To facilitate the security system to ensure all visitors are welcomed and dealt with appropriately.

· To ensure all visitors comply with the school’s policy on visitors and child protection and they have completed the visitors’ book, or regular signing in sheets, and received the necessary information (which includes checking identity badges of visiting public services personnel).  Ensuring all visitors to the school sign out upon departure.

· To ensure all parcel deliveries are forwarded to the Finance Office or Premises staff as appropriate.

· To ensure all information is clearly labelled and accessible for personnel covering Reception at various times.

· To book rooms for meetings.

· To ensure appropriate information is held on school trips to enable response to any enquiries.

· To deal with parental enquiries as and when appropriate.

· Liaising with external agencies for room bookings and supporting in ensuring pupils attend arranged appointments with agencies.

3.
Reception Area
· To take responsibility for keeping the reception area clean and tidy at all times, ensuring a positive impression on all visitors to the school.

4.
Procedures
· To take an active part in the review and development of current and future reception procedures and meet with the Director of Administration and Personnel on a regular basis.

5.
Incoming and outgoing post/correspondence
· Ensure to the best of his/her ability that all incoming post is date stamped and directed/delivered to the appropriate member of staff

· To ensure all outgoing mail is dealt with in accordance with the PPI system and no private mail passes through this system without charge.

6.
Reprographics

· To be responsible for all aspects of whole school reprographics.

· Whole School photocopying including issues and problems and ensuring machines are replenished with paper.

· Laminating

· Production or report cards

· Spiral Binding

7.
Other Duties

· To address and post correspondence as and when required

· To cover at Primary site as and when required under the direction of Director of Administration and Personnel.

· To undertake such other duties as the Headteacher may determine within the range of duties reasonably expected of administrative staff.

· To ensure bus busses are distributed to pupils efficiently.

This Job Description to be reviewed annually by the Post holder and the Director of Administration and Personnel as part of the School's Performance Management Cycle for Support Staff.
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