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Garden Fields JMI School

Receptionist Job Description
Scale: H2 to 5 depending on experience  
37 hrs per week, term time only 

(8 a.m. to 3.45 p.m. with a one-hour lunchbreak with one afternoon each week working to 4 p.m.) 
Date: Summer term 2022
1) Job outline
To act as receptionist for the school. To act as the first point of contact for all face to face and telephone enquiries projecting a positive and professional image for the school at all times. In addition to be part of an office team providing administration services across the school.  
2) Key Responsibilities 
Reception:
· Welcome visitors
· To be a point of contact for both telephone and face to face enquiries and take messages

· Managing the school switchboard – answering and transferring calls where appropriate
· Manage school email inbox, responding to and directing emails
· Dealing with and maintaining effective relationships with pupils, parents, staff and visitors

· Making calls to parents and carers
· To ensure school security arrangements are always complied with, including the issue of visitor’s badges and signing of the visitor’s book

· Dealing with parent queries

· Some pupil supervision – e.g. taking late children to lessons, working with our Year 6 monitors and other aspects of general pupil care

· Making sure that the front foyer outside the office is well – maintained and tidy

· Ensuring that the office space is kept organised and tidy

Clerical 
· Daily attendance - check attendance and follow up actions and process holiday requests
· To assist in the preparation and maintenance of manual and computerised pupil data records (Maintain Arbor pupil database)

· Accept deliveries, open and distribute school post
· Supporting the administration team in tasks including attendance, school dinners, data entry, milk money, school trips, music lessons etc 

· Dealing with in-year Admissions - making contact and dealing with arrangements
· Help to run new reception and in-year pupil admissions procedures 

· Assist with the leaver processes for Year 6
· To undertake filing and photocopying as required

· To undertake word-processing as required

· Assist with sending out school comms and letters, and updating simple entries on the school website as necessary
Finance

· To assist with the collection of dinner/trip etc monies and distribution of vouchers, returns for school meals and free school meals and liaison with parents

· To assist with the collection, recording and issuing of receipts for monies as required, including trips, swimming etc
General

· To participate in the performance appraisal process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager

· To comply with individual responsibilities, in accordance with the role, for health and safety

· To contribute to and participate as required in school events and activities

· Ensure that all duties and services provided are in accordance with the School’s Equality Objectives
· On occasion, your hours may require some flexibility including additional cover in the event of a staff absence.
	

	

	

	

	

	

	

	

	

	

	

	In Year Admissions - making contact and arrangements 

	Leavers - pupils communication, reporting and liaising with school

	Reception Admissions (Summer term)


This job description is not an exhaustive list of duties and the post holder will be required to undertake any other reasonable duties as discussed and directed by the Line Manager.

The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will require an enhanced DBS clearance.
