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Job Description: Receptionist
Location:  Priory School
Responsible to:  PA to the Leadership Group
Liaises with: Headteacher, Senior Leadership Team, other Subject Leaders, and relevant staff with cross-school responsibilities, relevant non-teaching Support Staff, parents
Priory School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  DBS Disclosure at Enhanced level will be required prior to any offer of employment.

The Line Manager of the School Receptionist will, through discussion, observation and receiving reports, oversee their work. 
Job descriptions may be modified, with advance consultation and notice, according to the needs of the school. 

Job Purpose

To provide a comprehensive reception service to staff, pupils, parents and the general public.

Principal Responsibilities/Duties
· To undertake reception and telephone duties, answering enquiries from staff, pupils, parents and the general public.
· Ensure all visitors are welcomed and records kept of their arrival and departure.

· To retrieve and update information on computer based system.

· To check and sign for parcel deliveries and organise distribution to or collection by departments.

· To open/sort the incoming mail and distribute as required.
· To ensure that all outgoing mail is franked and taken to the Post Office

· To sign in late students.

· To distribute messages internally.
· To provide admin support when not reception based
· Report student and school issues in line with the School’s policies for health and safety, child protection and behaviour management.

· Attend meetings and training sessions as required.

· Be involved with extra-curricular activities e.g. Open Evening, presentation evenings as required. 

· To undertake any other task commensurate with this role.
