
 

SCHOOL RECEPTIONIST – JOB DESCRIPTION 

Chandlings is a co-educational day school for pupils aged 2-11, set in a wonderful 60-acre site 
just outside Oxford. There are currently 350 pupils in the school. We pride ourselves on 
providing a high standard all-round education to all of our pupils. 

The Role 

We are looking for an organised and enthusiastic individual who will cope cheerfully with this 
multifaceted role. Flexible in approach but highly efficient, the job requires somebody who can 
work quickly and calmly. Competent with computers and paperwork, personable when dealing 
with parents, pupils and staff, and happy to take on almost any relevant task – this is an exciting 
role for an energetic and capable individual.  

Key duties 

● Opening the reception area ensuring it is clean and tidy for daily presentation 
● Receive visitors at the front desk and direct them appropriately 
● Answer incoming calls, and deal with queries from parents, children and staff 
● Prepare authorisation for absences/maintain register records/phone parents regarding 

any unexplained absences 
● Assist staff with typing, photocopying, scanning etc 
● Coordinate the compilation and preparation of school reports each term 
● Control of all incoming and outgoing mail 
● Update the iSAMs parent contact database when details are changed 
● Send out emails on behalf of staff to parents 
● Update notice boards in the office area 
● Keep abreast of all events on the School Events calendar 
● Assisting PATCH (the Parents’ Association) with administration and emails in any way 

required 
● Receive and check all deliveries and liaise with the Domestic Bursar re their distribution 
● Order toner for photocopiers and liaise with the photocopier engineers if there are any 

problems with the machines 
● Assisting with the organisation of Parents’ Evenings and other School Events 
● Maintaining staff training records 
● General office duties 

Person Specification 

● Proven track record of successful administration support 
● Friendly and confident interaction with colleagues, parents, pupils and visitors 
● Can-do attitude 
● Outstanding organisational skills with strong attention to detail and accuracy 
● Ability to manage multiple tasks and deadlines 
● Discretion, tact and confidentiality 

 



 

● Excellent literacy skills to prepare correspondence and maintain records to a high 
standard 

● Polite telephone manner in dealing with a range of callers 
● Flexibility to work occasionally early or late as necessary 
● Excellent IT skills, and ideally experience in the use of databases 
● Smart and professional in presentation 

Health and Safety 

● To safeguard pupils’ and colleagues’ health and safety by maintaining good order and 
discipline and by following the necessary rules and regulations when using equipment 

● To be familiar with the School’s fire safety procedures and participate in fire drills 

Child Protection 

● To be familiar with the School’s Child Protection Policy and to follow School procedures 
relating to safeguarding children. 

● To attend regular training sessions on Child Protection issues; a record of attendance is 
kept by the School. 

● To contact one of the designated Safeguarding Leads with any concerns about a child at 
the School 

Set in sixty acres of beautiful Oxfordshire countryside, Chandlings is an Independent 
co-educational day school for girls and boys from 2-11 years old. Situated just 20 minutes from 
the centre of historic Oxford, we have purpose-built, bright, modern classrooms with extensive 
and impressive facilities. There are specialist art, design and technology, cookery, music, ICT 
and science facilities as well as two school halls. We have a new Astroturf, netball courts, 
hockey, rugby and football pitches, an archery range, a 9 hole golf course and driving range, 
tennis courts, a swimming pool, a low-ropes course and a riding school. The extensive grounds 
offer woodlands, lakes, playing fields and lots of space to play and explore. 
 
The school provides an excellent all-round education in a delightful environment. We are proud 
of our ability to gain outstanding academic results within a warm and secure learning 
environment. Children here are nurtured and cherished as part of the Chandlings family.  
 
To apply: Interested and qualified candidates should submit electronically (as separate PDF 
documents in one email) the following to sbrennan@chandlings.org.uk before the closing date: 
Monday 14 October 2019 (midday) 

● A covering letter addressed to Ms C Cook, Head 
● A completed Chandlings application form, with the names and details of at least two 

referees. One of the referees must be your current or most recent employer. If your 
current/most recent employment does/did not involve working with children, then the 
second referee should be the employer with whom you most recently worked with 
children. If you are or have been employed within a school, then one reference must be 
from the Head of your current school, or the last school at which you worked. 
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● A CV can be submitted as additional information but it must not be instead of the 
application form. 

 
Interviews will be held on Thursday 17 October 2019 

Shortlisted applicants are advised that references will be taken up prior to interview. 

Interview Process: Short listed candidates will be interviewed and written documentation 
recorded. At least two references will be obtained and kept on file for each successful candidate 
and any gaps in employment history will be fully investigated. Safe recruitment procedures are 
followed and members of the Senior Leadership Team are accredited. Child protection 
awareness is an integral part of the induction programme for new members of staff. 

Appointment date: week commencing 2 December 2019 

Salary and Hours: The salary will be FTE of £25,000 depending on experience. The position is 
part-time, three days per week, and the hours of work will be 8.00am - 5.00pm for approximately 
38 weeks of the year. Some holiday cover is required. There is some flexibility with regard to 
working in the holiday periods, but no holiday can be taken during term time. 

Medical Fitness: Any offer of employment will be conditional upon the appointee’s fitness to 
carry out the role. New employees will be asked, following an offer of employment, to complete a 
questionnaire regarding medical fitness. 

Recruitment Checks: Chandlings requires all new employees to complete an Enhanced level 
criminal background check through the Disclosure and Barring Service. It is a condition of 
employment that the employee should not have been convicted of a criminal offence against 
children, nor have been dismissed from or resigned from a previous employer for misconduct of 
a similar nature. Having a criminal record is not necessarily a bar to employment; it will depend 
on the nature, circumstances and background of the offence.  

All appointments are made in accordance with our Equality policy and applicants should let us 
know of any special needs they may have so that adjustments can be made if required. 

Safeguarding: All adults working at Chandlings should be aware of and where necessary, follow 
the school’s safeguarding guidelines which are in line with the Department for Education’s (DfE) 
and Oxfordshire Safeguarding Children Board’s (OSCB) practice and procedures – available 
online at http://www/oscb.org.uk. The School’s Safeguarding Policy can be found on the 
Chandlings website. 
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