
 

Name  

Job title Receptionist 

Salary Scale Merton Scale 4, Point 4 (FTE £21,209) Actual pro-rata salary £5,131 pa 

Hours 10 hours per week 8am–10am term time only (39 weeks pa)  

Responsible to School Business Manager / Headteacher 

Line managed by School Business Manager 

Purpose of Job 

 To be the first point of contact for our school 

 To undertake a range of delegated tasks and responsibilities of an interpersonal, secretarial and 
administrative nature. 

Main duties and responsibilities  
 

1. Welcome visitors, issue visitor passes and deal with enquiries 
2. Monitor the visitor’s book and ensure that children arriving or leaving school outside regular            

           school hours are signed in or out. 
3. Answer incoming calls and take/distribute messages. 
4. Photocopying as required 
5. Deal with parent enquiries and payments as appropriate. 
6. Accept/sign for deliveries 
7. Co-ordinating extra-curricular morning clubs in liaison with the Admin Officer 
8. School Trip administration including recording monies received on Parent Pay 
9. CoolMilk and fruit – ensure numbers up to date. 
10. Flexibility to do additional hours if required 

 

General responsibilities 
 

1. Comply with policies and procedures relating to child protection, health and safety and data 
protection. 

2. Respect the confidentiality of all matters related to the school, pupils and staff.  
3. Contribute to the overall ethos and aims of the school.  

 
 

 
This job description will be reviewed annually as part of the performance management 
review process, or more frequently if necessary. It may be amended at any time after 
consultation with the Headteacher and postholder. 
 
 
 
Signed:                                                                                                           Date: 
 
 

 

 

 
Hollymount Primary School 

Job Description:  Receptionist 



 

Person Specification 
 
 

Essential Desirable 

Qualifications   

1.  GCSE grade C or equivalent in Maths and English (Good standard of 

numeracy and literacy) 

Secretarial/administrative qualification  

  

 

 

Experience & Skills   

2.  Experience of Microsoft Office programmes   

3.  Previous experience in a busy office environment   

4.  Confident in the use of e-mail and internet   

5.  Experience in using SIMs   

6.  Ability to prioritise conflicting demands, work under pressure and meet 

deadlines 

  

Personal qualities   

7.  Friendly and approachable manner, able to present a positive image of 

the school to callers and visitors. 

  

8.  Excellent communication skills   

9.  Ability to remain calm and in control to cope with the pressures of school 

life 

  

10.  Ability to work well as part of a team, reliable and flexible   

11.  Able to use own initiative   

12.  Willingness to learn new skills   

 

 


