
 

 

Responsible to:   Office Manager 

Salary:    SCP 6 

  
Overall Objectives of the Post: 
 
Provide an excellent reception and switchboard service for the Academy, together with comprehensive 
administrative support for the Academy under the direction of the Office Manager.  
 
Key Tasks of the Post: 
 
1. Reception 

You will provide an efficient and effective switchboard and reception service to the Academy.  The 
main tasks are: 

 Provide a welcoming, helpful and efficient reception service for students, staff, parents and 
visitors to the Academy. 

 Ensure that all visitors are signed in, and that safeguarding and health and safety measures 
are recorded and communicated satisfactorily. 

 Deal with incoming communications for the Academy, including switchboard, emails and 
post, to ensure that messages, emails, letters and deliveries are dealt with efficiently. 

 Assist with outgoing post as required, including receiving and dispatching exam papers in 
liaison with Exams Officer. 

 

2. Administrative Support 

 Provide administration support when required, including, but not limited to, a word 
processing service. 

 Assist with providing support at evening events during the academic year.  This may include, 
but not be limited to parents’ evenings, exam results and enrolment days.  

 
3. All employees have a responsibility 
 

 To undertake training and development as required and to assist, where appropriate and 
necessary, with the training and development of colleagues 

 For their own and others’ health and safety, and for adhering to guidelines for the 
safeguarding of children 

 To be an ambassador for the Academy 
 
 
The above list is not exhaustive and other duties may be attached to the post from time to time.  
Variation may also occur to the duties and responsibilities without changing the general character of 
the post. 
 
Harton Academy is committed to safeguarding and promoting the welfare of children, young people and 
vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants 
will be required to obtain an Enhanced Certificate of Disclosure from the Disclosure and Barring Service. 
 

Job Description 
 

Receptionist 
 



Person Specification 
 

Please provide evidence in your application as to how you believe you meet the criteria listed 
above.  We will also seek evidence of these at interview and in references we take up. 

 
 Essential Desirable 

Excellent literacy and numeracy skills (may be evidenced by 

GCSE or equivalent in English and Maths) 
  

Experience in a busy reception environment   

Excellent interpersonal skills, including working with a wide 

range of people and dealing with difficult situations 
  

Experience in working in a school environment / working 

with young people 
  

Organisation and planning skills   

Able to work as part of a team and on own initiative   

Flexible approach to work and resilient attitude   

Excellent ICT skills   

 


