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TITLE OF POST: Receptionist  
 Scale 3 Point 5-6 Actual Salary £13,631 - £13,878 per annum 

(according to experience) 
 
HOURS: 11.00am to 4.15pm, 5.25 hours, 5 days per week 
 Term Time plus INSET days only 
  
PURPOSE OF POST: To support the school by providing administrative support and an 

efficient and welcoming Reception service 
 To manage key tasks related to admissions and the monitoring of 

attendance working with the Admissions & Attendance Officer 
 

DATE OF APPOINTMENT:  1 September 2022 

 
LINE MANAGER:   Admissions & Attendance Officer/PA to Head of School 
 

JOB DESCRIPTION 

 
GENERAL DUTIES (Reception) 
 

 Operate a Reception service that promotes a professional image of the school, 
including being responsible for the signing in and out/monitoring the entry of all 
persons/visitors to the school at the main entrance, checking DBS details where 
appropriate and ensuring required identification is issued to all visitors entering 
the school premises 

 

 Greet all visitors in a warm and welcoming manner, dealing with enquiries in a helpful 
and informative manner and, where necessary, referring queries to the relevant person 

 

 Manage the school’s InVentry signing-in system, including liaising with relevant 
external support teams (InVentry; Trust ICT support) to help maintain the system 

 

 Answer incoming calls, transfer calls to relevant staff and take necessary messages, 
passing them on to the person concerned; ensuring any urgent messages are relayed to 
pupils and staff efficiently and in a confidential manner 

 

 Ensure a register is kept of pupils arriving or leaving the building outside of 
normal registration periods and update the school’s InVentry system accordingly 

 

 Receive and distribute post and parcels in a timely manner, organise postage for outgoing 
post and ensuring these are taken to the Post Office as required 

 

 Manage the school’s main email address and ensure messages are either replied to or 
forwarded to the appropriate person 
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 Provide cover for other staff within the admin team as necessary and as appropriate 
including Welfare Officer 
 

 Arrange for text messages to be sent to parents of absent children as directed by 
Attendance & Admissions Officer and any other texts emails to parent/carers from SLT 
 

 Provide other general administrative support in the main office, as required, which may 
include: 

- Support with arranging trips, events and other activities, including booking transport, venues, letters to 
parents and collecting payments and return slips 

- Collate and distribute newsletters, policy documents, worksheets, etc., as necessary 
- Prepare letters and documents for senior and middle leaders 
- Complete miscellaneous duties with regard to school concerts and functions, including sending 

out invitations, tickets and dealing with the sale of such to pupils, parents and visitors and music 
enrolment 

- Process admission forms, collecting and checking pupil files and redirecting them appropriately as 
required by the school’s Attendance/Admissions officer 

- Update pupil files and folders on a regular basis, ensuring secure storage of confidential 
documents 

 
SPECIFIC DUTIES (ATTENDANCE) 

 

 In support of the Attendance Officer, undertake a range of tasks related to monitoring and 
maintaining attendance.  For example: 

- Monitoring registers and following-up absence with parents 
- Providing management information as needed for assemblies, meetings, LA referrals, etc, including assisting 

the Attendance Officer with returns to the LA (Local Authority) and DfE (Dept of Education) 
- Produce the monthly attendance report for the LA 
- Provide information for Attendance Certificates (and any other pupil certificates) and help organise pupil 

reward events 
- Other tasks as directed by the Attendance Officer and/or Pastoral Manager 

 
SPECIFIC DUTIES (ADMISSIONS) 

 

 Undertake a range of tasks related to the management of admissions for the school.  For 
example: 

- Managing the Nursery waiting list  
- Working with LA and school staff to support parents in applying for Reception places and managing the 

allocation of places 
- Working with LA and school staff to support parents in applying for secondary school places 
- Act as first point of contact for in-year admission enquiries from LA and direct to the school, including being 

responsible for contacting parents to offer places, etc 
- Maintain records and waiting lists 
- Ensuring leavers and joiners are recorded on the school’s management information system; managing the 

electronic transfer of pupil data as needed 

 
This is a broad outline of the main duties of the post.  You may be required to undertake other tasks 
that are commensurate with the general level of responsibility and scope of the post, or as may be decided 

by the Headteacher or other delegated persons of responsibility 
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SELECTION CRITERIA 
 
 
Qualifications 
 

 Numeracy and Literacy to minimum GCSE standard or equivalent 
 

 First Aid Certificate (desirable or willingness to undertake training) 
 
Skills 
 

 Confident user of Microsoft Office 
 

 Experience of using SIMs school management software (desirable – training can be given) 
 
Experience  
 

 Previous experience of working in a reception or customer-facing environment 
 

 Ability to deal with general administration in a neat and organised manner 
 

 Previous experience of working in a school (desirable) 
 
 
Abilities, Skills and Knowledge 
 

 Ability to work effectively and respond well under pressure. 
 

 Ability to provide a welcoming environment and friendly disposition to all visitors to the school 
 

 Ability to deal with difficult situations. 
 

 Organised and efficient administrative skills. 
 

 Excellent communication skills. 
 

 Ability to use initiative and work as part of a team 
 

 Ability to work in a discreet and sensitive manner 
 
 
 
 
 

 


