[image: image1.jpg]NORTHAMPTON

HIGH SCHOOL

GDST





JOB SPECIFICATION 
Job Title:

Senior School Receptionist
Reports to:

Office Manager

Job Purpose:

To act as Receptionist and telephonist within the Senior 

School, working as part of the whole School administration 

team. 
Key Tasks:

· Receiving incoming telephone calls and passing on messages accordingly

· Welcoming visitors to the school

· Taking delivery of post/parcels and distributing accordingly

· Producing a daily list of absent girls

· Entering late arrivals in the registers 

· Liaising with Senior Management Team with regards to pupils who are absent during afternoon registration and updating registers accordingly 

· Providing signing in sheets for staff, late arrivals and for students during examination periods 

· Filing absence notes in the file held in the front office. At the end of each half term transfer relevant notes to form file in the staff work room

· Disseminating of information to girls and staff both in and out of the wallet folders

· Ensuring that the franking machine has sufficient stationery and funds for the school’s needs 

· Franking and recording all external mail 

· Disseminating registers and relevant paperwork to staff in the event of a 
Fire/Fire Practice

· Printing school coms letters for pupils and parents at reception if for some reason they have not received them or deleted them
· Finding members of staff if they have not arrived at a cover lesson

· First point of contact for parents who run Swap Shop/ emailing parents who have queries re uniform requests and acting as “middle man” between the two
· Senior school contact for the ladies in the FONHS (PTA) passing on requests from outside members of the public wishing to have stalls at Spring Fayre, Xmas Fayres and Pamper Evenings

· Calling the School Nurse on behalf of sick pupils, occasionally required to call an ambulance

· Responsible for the Fire Box, ensuring the correct equipment is up to date, radio charged in case of fire evacuation

· Providing a supportive and sympathetic point of contact for students and parents in distress, calling for assistance as required

· Contacting the Site Supervisor via the radio/ mobile for site maintenance issues
This job description and allocation of particular responsibilities may be amended, by agreement, from time to time.

You may be required to carry out other duties in addition to those listed above as directed by your Line Manager. 

