
 

The Learning Community Trust is committed to safeguarding and promoting the welfare of Children and young people. All 
post holders are subject to an enhanced DBS check (including a check on the children’s barred list) for the successful 
applicant. References will be checked following the Learning Community Trust recruitment and selection process. We are 
committed to equality and diversity and follow the Safer Recruitment practices as set out in the Statutory Guidance - 
Keeping Children Safe in Education. 

 
For more information regarding our schools commitment to safeguarding, please see our website for our school policies 
- https://severndaleacademy.co.uk/our-school/policies/ 

Enabling communication, independence and enjoyment for life. 
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Principal: Brian Thomas 

 
JOB DESCRIPTION 
Receptionist 

 
Severndale Specialist Academy Vision: 
Severndale Specialist Academy is a multi-site Academy catering for children with special educational 

needs in Shropshire. Our children and young people can access Severndale Specialist Academy from 

Reception through to Sixth Form and have a range of learning difficulties. These include moderate, severe, 

complex and profound learning difficulties, those with autism, complex medical conditions and physical 

and mobility difficulties.  A number of our young people present behavioral difficulties arising from their 

condition; many have communication difficulties. 

 

Enabling communication, independence and enjoyment of life.  

 

Purpose of the Post: 
The Academy is seeking an experienced Receptionist to provide effective reception service and manage 

the smooth running of the reception area at Severndale Specialist Academy. 

 

As a Receptionist, you will be the face of the Academy to all our visitors, either meeting visitors in person 
or answering the telephone and dealing with questions, query’s and concerns. You will need to be 
friendly, efficient and customer focused. A flexible approach to undertake additional working hours is 
required when events take place outside of the school day e.g. parents evening. 
 
Other necessary qualities include confidentiality, efficiency and being able to work on your own initiative 
and under pressure and a willingness to contribute to the continued improvement of our Academy. 
 
Personal Skills required: 

 Excellent verbal and written communication 

 Excellent listening skills 

 Respect and maintain confidentiality 

 Organisational skills 

 Positive whilst working under pressure 

 
You should be enthusiastic and committed professional who is flexible and reliable and able to work on 
your own initiative, with the ability to establish effective working relationships at all levels, particularly 
as a member of a team. You should have the relevant skills and personal qualities such as being dynamic 
and proactive to undertake the range of duties and the ability to work accurately and consistently. 
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Duties and Responsibilities will include: 

Professional Duties 

 Receive and record visitors to the Academy, in accordance with safeguarding procedures, 
including the issuing of visitor badges, in a friendly, efficient and customer-focussed manner 

 Advising pupils and other visitors in a variety of circumstances, guiding them to the correct 
location or advising them who to contact, passing on messages, or contacting the appropriate 
person 

 Answer all incoming calls, taking and delivering messages where necessary  

 Maintain a safe and attractive reception area and advising site staff in a timely manner of any 
deliveries to be removed 

 Receive mail and deliveries 

 Preparation of outgoing mail  

 Delivery/collection of mail and other items to/from staff pigeonholes 

 Issuing keys to specialist rooms and vehicles 

 Keeping a daily file of risk assessments  

 Contacting the Emergency Services as directed during an emergency 

 Maintain student records and filing  

 Support our young people in work experience on the reception desk 
 

Reporting 

 Line Manager: Assistant Business Manager 

 
Benefits of the Post: 

 The grade of the post is: Scale 3, Point 5 with a progression scale to Point 6 

 The hours of work are: 37.5 hours per week (0.5 hour will be paid via overtime), Term Time plus 

5 PD Days  

 Access to the School Advisory Service 

 Bike to work scheme 

 Continuing Professional Development  

 Local Authority Pension Scheme 

  
The above job description does not define in detail all of the duties and responsibilities of the post in 
question. It may be necessary to re-evaluate areas of responsibility. After due consideration and 
discussion areas may be amended in consultation with the Principal. 
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