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SCHOOL RECEPTIONIST
POSITION DETAILS

JOB DESCRIPTION

JOB TITLE:


School Receptionist
ACCOUNTABLE TO:

Business Manager
LOCATION:


Sandgate Primary School
WORKING HOURS:
37 hours per week 
39 weeks per year
Our school is committed to safeguarding and promoting the welfare of children and young people, we engage with children and staff in policy and practice developments, and proactively encourage feedback.
Purpose of the Job:
· To provide a warm, courteous and welcoming reception service, answering face to face enquiries and signing in visitors and children in line with the school safeguarding procedures.
· To act on own initiative in dealing with any queries that arise in the first instance or identify a point of referral to ensure that problems are dealt with efficiently and effectively.
· To provide an efficient administrative service which supports school staff.
· Review and update school publications, the school app and the school website to ensure that information produced is up to date and enhances the image of the school.

Key Administrative Responsibilities:

· To answer all incoming calls, as far as practical, redirecting/taking messages as necessary and acting on instructions received.  
· Maintain a tidy, informative and up to date reception area.
· To ensure that messages and necessary items are delivered throughout the school.
· To receive all visitors and ensure they sign in and out in accordance with the school’s procedures.
· To welcome pupils into breakfast club, record breakfast attendance
· To deal with general day to day queries from staff, pupils and parents.
· To produce school letters and literature and accurately file.
· To design and produce certificates/signage.
· To receive, post-date and distribute all incoming mail.
· To update and maintain the school website/school app.
· To assist in maintaining pupil records and changes of details on file and SIMS database.
· Support the “first-day” calling process and the FLO with attendance matters.
· To undertake photocopying, filing, binding and general office duties.
· Processing and collating of reports.
· To prepare the weekly newsletter.
· To assist in the organisation of events.
· To text and email Parents via Teachers to Parents text function/online parent meeting organisation.
· Ensure registers are prepared for a new academic year.

· Cool Milk administration including monthly completion of NMRU return.
· Keep free school meals records updated.
· Prepare PowerPoints for staff development days and internal screening.
· Actively contribute to the overall ethos/work/aims of the school.

· Take responsibility for the health and safety of yourself, your colleagues, pupils and visitors.
Person Specification and Necessary Experience:
· A warm, friendly and caring personality.
· A love of working in an environment that is centred on children.
· A flexible approach to your working day, as every day is different, with a ‘can do’ attitude.
· Good general standard of education with excellent listening, verbal and written skills.
· Knowledge of SIMS is desirable but training can be given.

· Excellent IT skills and good knowledge of Microsoft Office and particularly PowerPoint and Publisher.
· Ability to work on own initiative.  Good time management skills required, be able to prioritise and must be able to work to deadlines.

· Must be able to keep accurate records.

· Must be a person of integrity and be able to maintain confidentiality.
· Should show a creative flair.

