[image: image1.jpg]



THE GREGG SCHOOL

JOB DESCRIPTION 
Receptionist – Part -time Monday- Tuesday 8am – 5.30pm and Wednesday 8am -12.15 term time and 6 weeks during the school holidays – 9am to 3pm (Monday to Friday).
Job summary:
Reporting to and working under the guidance of the Office Manager, the postholder will provide a reception service for the school, by effectively managing the reception area and providing a welcoming environment for visitors and enhancing the security of the school.
To promote a professional and positive image of the school at all times.

Duties will include:
1. Dealing with enquiries from staff, parents, pupils and external organisations.


2. Providing the main telephone answering service for the school, fielding calls as necessary. 

3. Acting as a contact point for staff, taking messages and forwarding these as appropriate.

4. Signing in/out of visitors to the school, including badging procedures, to 

ensure that School security is maintained.

5. Acting as the central point of contact for emergency situations (e.g. building evacuations, medical emergencies etc.).

6. Stock ordering.
7. Data input onto the School’s Management Information System (MIS)


8. Completing and checking morning registers to ensure all students accounted for (and chasing up where necessary)


9. Photocopying, binding, laminating as required.

10. Update Student Bulletin Daily.
11. Assist, when necessary, with first aid to include giving immediate help to pupils and staff with common injuries and illnesses in the absence of the first aider. 
12. Any other duties which can reasonably be described as falling within the role of the Receptionist.

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 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 school’s DSL or to the Headteacher (if different).
