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School Receptionist: Job Description and Person Specification
Job Title Receptionist
Grade Al1-A3
Conditions Of service NJC
Responsible To Business Manager
Responsible For None
Special Conditions This post is subject to a higher level check with the Disclosure Barring Service. Please
note that a criminal record will not necessarily be a bar to obtaining employment; this will depend on the

circumstances and background to any offence.

Job Purpose: Under the direction/instruction of the business manager, provide routine general clerical,
administrative support to the school.

Job Description

Undertake reception duties, answering routine telephone and face to face enquiries and the signing in of
visitors

Provide routine clerical support e.g. photocopying, filing, faxing, emailing, and completing routine forms
Present a positive personal image, contributing to a welcoming environment for customers/visitors
Provide an excellent customer service to colleagues, partners and members of the public

Maintain manual and computerised records/management information systems

Undertake typing, word-processing and other IT based tasks

Sort and distribute mail

Arrange orderly and secure storage of supplies

Report inappropriate behaviour and convey serious incidents to line manager, as appropriate
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Be aware of and comply with policies and procedures relating to child protection, inclusion, health, safety
and security, confidentiality and data protection, reporting all concerns to an appropriate person

Be aware of and support equal opportunities policies

Contribute to the overall values/work/aims of the school

Attend and participate in relevant meetings as required

Participate in training and other learning activities and performance development as required
Support induction and training of new staff as required by the manager

The duties outlined are not meant an exhaustive list and will also comprise any other duties within the
spirit of the post commensurate with the job evaluation outcome for this post.

Person Specification

It is essential that the Candidate should be able to demonstrate the following criteria for the post within
the context of the specific role duties and responsibilities: Candidates will only be shortlisted for interview
if they can demonstrate on the application form that they meet all the essential requirements.

Skills Required

Able to communicate effectively with a wide range of people

Able to file, retrieve, sort and complete documents accurately

Able to use a range of office equipment (e.g. printers, photocopiers, fax).

Able to process documentation using Microsoft package

Able to accurately enter/retrieve data information from information systems

Able to work flexibly as part of a team

Able to prioritise work tasks to meet conflicting deadlines

Able to understand and follow instructions

An ability to respect sensitive and confidential information and work.

Knowledge Required

Of general office procedures and practice



Experience Required

Of dealing with queries from a wide range of people

In the use of the Microsoft package

Behavioural & other Characteristics required

Committed to continuous improvement.

Ability to understand and observe the School and Leeds City Council Equal Opportunities Policy.

To carry out all duties having regard to an employee’s responsibility under Health & Safety Policies.

Willingness to actively participate in training and development activities to ensure up to date knowledge,
skills and continuous professional development

Qualifications

Qualifications demonstrating ability in numeracy and literacy

Desirable Experience

Experience working with SIMs

Experience working within a school environment

Experience working with children



