
 

 

 

 

 

Job Title:    Front of House Receptionist (08:00 – 17:00) 

Responsible to:    Office Manager 

__________________________________________________________________________________ 
 

The School Receptionist is the first point of call for visitors, parents, staff and children. The 
Receptionist must be welcoming, personable, helpful and able to represent the School in a 
professional and friendly manner. This is a role for individuals who are enthusiastic, confident, calm 
and efficient. 

Key Responsibilities 

 Ensure the smooth running of the Reception area maintaining an ambience of quiet 
professionalism and a warm welcome to parents, pupils, staff, governors and all visitors. 

 Ensuring that the Reception area is kept smart, tidy and that noticeboards are kept up-to-
date, and in line with data protection regulation. 

 Issue visitors’ passes, ensuring School protocols are followed for signing in/out and 
evacuation procedures. 

 Undertake front of house Reception duties in line with the School’s Safeguarding Policy 
including managing the visitor sign-in system. 

 Ensure that key information is available at Reception. 
 Direct admission enquires to the Admissions and Marketing Officer. 
 Responding to telephone and email enquiries in a helpful, positive manner and with a 

constructive approach, and ensure that appropriate actions are taken in a timely way. 
 Ensuring that all telephone calls/messages are correctly routed / passed to their intended 

recipients or an appropriate member of staff, ensuring quick and effective communication. 
 Arrange the order of flower arrangements for the Reception area and for school events. 
 Receive and pass on information, between parents and staff, including phoning parents to 

ascertain reasons for pupils’ absence. 
 Provide and maintain daily absence reports on pupils. 
 Update attendance registers on the database using the agreed codes. 
 Supporting the management and the registration of pupils for extra-curricular clubs at the 

school. 
 Update addresses and telephone numbers routinely on the school database. 
 Update the ’separated’ parents’ list 
 Log details from the Leave of Absence Forms and copy for staff, file, and staffroom notice-

board.  Forward a standard acknowledgement of approval of absence from the Head to the 
parent(s). 

 End of day arrangements to include school buses. 
 Maintain a list of pupils’ exceptional travel arrangements to/from school and display in the 

staffroom. 
 Receive, sort and distribute all packages, deliveries and mail. 
 Place incoming post in staff pigeon-holes. 
 Post outgoing post. 



 
 

 Maintain the stationery cupboards and support with the ordering of stationery. 
 Photocopy letters and paperwork, and distribute via pigeonholes, as required. 

 
 Re-label staff pigeon holes at the end of the academic year. 
 During the summer term, print and distribute data collection sheets.  Collect the returned 

sheets and make necessary amendments on the database. 
 In the event of a fire drill/fire alarm, be responsible for pupil and staff attendance records at 

the Assembly Point/Place of Safety. 
 Assisting and liaising with the manager of pupil transport. 
 Provide administrative support e.g. photocopying, filing etc. when required.  
 Observe the letter and spirit of all the school policies, and be aware of and comply with 

policies and procedures relating to safeguarding, child protection, health and safety, 
confidentiality and General Data Protection regulation, reporting all concerns to the 
appropriate person. 

 Maintain particular regard to Health and Safety and Child Protection policy and report any 
concerns immediately 

 Adhere to the content of the policies in all aspects of day-to-day duties relating to staff, 
pupils, members of the public and other agencies. 

 Contribute to good staff relationships. 

 Provide a front of house service during school holiday periods as per the holiday rotas and 
individual employment contracts, in consultation with other members of the administrative 
team and Office Manager. 

 Administer first aid to children and staff as required (training will be provided).  

 Contribute to the overall ethos/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. 

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. 

 

 

 

 

 

 


