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MOORDOWN ST JOHN’S CE PRIMARY SCHOOL 
 

  

 

Post Title: Receptionist 

 
Reporting to: 1:  Admin and Personnel Manager  

2:  Headteacher 
   

Grade:  Grade 3 (Points 4 – 6) 
 

 

1. Job Purpose and Objectives 
  

 1. To provide reception/telephone services within the school, ensuring all visitors and/or 

telephone callers to the school are received in a polite, efficient and effective manner.   
2. To provide administrative and clerical duties in support of the school is a significant and 

flexible element of the job.  
3. To work in close partnership with fellow office colleagues under the guidance of the 

school’s Admin and Personnel Manager.  

4. To contribute to the overall aims and objectives of this school and its commitment to high 
standards and securing school improvement. 

5. To act as a responsible member of a conscientious team, fulfilling office responsibilities 
efficiently and effectively. 

6. To maintain a welcoming, courteous stance when dealing with children, parents, directors, 

fellow members of staff and other visitors. 
7. To maintain strict confidentiality, given the close contact with children and other members 

of the school’s staff. 
 

The parameters of the Receptionist tasks are encompassed within the Conditions of Service for 

School Support Staff. 
 

  

2. Main Duties and Responsibilities 
  

 To make and receive telephone calls, dealing with enquiries direct or redirecting the call to an 

appropriate member of the school’s staff, taking messages (ensuring these are passed on in a 
timely manner) and making appointments.  To use messaging/email software/apps to contact 

parents/carers/others as appropriate.   

 
To greet visitors to the school and ascertain the purpose of their visit.  To issue security 

badges and keep appropriate written records of all visitors on the premises. To arrange for 
visitors to be directed to, or collected by, the appropriate person and to ensure all visitors are 

accompanied at all times when within the school.  

 
To collect pupils as required from their classrooms;  supervising when required as they await 

collection.  
 

To ensure the Reception area and foyers are tidy and hazard free.  To ensure leaflet 
dispensers are re-stocked and display boards are up-to-date as required.  

 

To complete appropriate computerised data input and paperwork associated with the clerical 



          
and administrative needs of the school eg pupil health checks, pupil attendance, processing 
leave in term time requests, maintaining/updating databases etc. 

 
To provide First Aid to students, staff and visitors as required.   

 

To undertake general office / secretarial duties including the preparation, collation and/or 
copying of bulletins, documents, letters and reports utilising appropriate software programs, 

and the organisation / maintenance of filing systems. 
 

To be responsible for processing incoming and outgoing mail/parcels. To liaise with the Site 

Manager to ensure prompt movement of larger deliveries to the school. 
 

Administration of the school’s ‘control door access’ system and ‘key register’, maintaining 
appropriate records. 

 
To develop/maintain links with local businesses to gain charitable support for school activities. 

 

To work accurately, often to short timescales and in the face of frequent interruptions, in an 
organised and flexible manner. 

 
To assist in the absence of colleagues. 

 

To work from time-to-time without direct supervision and to be able to use your own initiative 
to establish the importance and urgency of tasks, prioritising as required. 

  
3. Supervisory/Managerial responsibility 

 N/A 
  

4. Key Contacts and Relationships 

 Polite contact and communication is expected at all times whether dealing with pupils, staff 
colleagues, school directors, parents/carers, school visitors, visiting professionals or volunteer 

helpers. 
 

Frequency of contact with these people will vary from day to day.  Some communications can 
be of a delicate nature.  Confidentiality must be maintained at all times (excluding 

safeguarding concerns, which must be shared immediately with the school’s Designated 

Safeguarding Lead).   
 

5. Safeguarding 
 Our school is committed to safeguarding, preventing radicalisation and promoting the welfare 

of children and expects all staff to share this commitment.  Rigorous checks will be made of 
the successful applicant's background credentials including Enhanced DBS and Childcare 

Disqualification checks. 
 

The job-holder is expected to adhere to, and ensure compliance with, relevant 

Safeguarding/Child Protection policies and procedures at all times.  If in the course of carrying 
out duties of the role, the job-holder identifies any instance that a child is suffering, or likely to 

suffer significant harm either at school or at home, s/he must report the concerns to the 
school’s Designated Safeguarding Lead 

 
6. Other 

The aim of the job description is to indicate the general purpose and level of responsibility of 

the post. Please be aware that duties may vary from time to time without changing their 
character or general level of responsibility. Duties may be subject to periodic review by the 

Headteacher or nominated representative (in consultation with the job-holder) to reflect the 
changing work composition of the business. 

 

This is an outline job description only and the post holder will be expected to undertake the 
duties commensurate within the range and grade of the post or any lesser duties as directed 
by the Headteacher or his delegated representative. 

 


