
 

 
 

 

School Receptionist 
Merchant Taylors’ School 

Crosby, Liverpool 
 
 

Hours: Monday to Friday 12.15pm to 5.30pm (26.25 hours per week) to work 52 weeks per 
year, based at the Senior Boys’ School. Permanent contract. £9 per hour. 

 
We are looking for an experienced Receptionist who loves what they do and enjoys the interaction 
and buzz they get from meeting people and working with colleagues. In this role you will be 
surrounded by children and young adults so you will need to be comfortable with that and be 
confident in communicating with them. You should be calm, assured and utterly professional in all 
your dealings. You will know how to speak to people respectfully and have a naturally friendly and 
warm personality.  You should be the type of person who can make a connection with someone 
immediately and make people feel special. You will sometimes face multiple demands on your 
attention, sometimes keeping a careful eye on children who are feeling unwell and waiting to be 
picked up by parents or guardians to go home, so you will, as part of the role, need to be prepared to 
be first aid trained. We are also looking for someone who likes to be organised, knows how to 
prioritise and can work without supervision. You should be the type of person who seeks out work 
during quiet times and uses their initiative to look for ways to solve problems. It would be ideal if you 
had the flexibility to work additional days to cover for absences if requested. 
 

For further details and to apply, please visit www.merchanttaylors.com/join-our-
team/support-staff-vacancies 

 
Candidates should submit an application form via email to recruitment@merchanttaylors.com  or 

alternatively post to Human Resources Department, Merchant Taylors’ School, Liverpool Road, 
Crosby, Liverpool L23 0QP. 

 
Closing date: midday Wednesday 9th December 2020 (although we may close the vacancy early in the 

event of a large volume response). 
 

Merchant Taylors’ School is committed to safeguarding and promoting the welfare of children and 
applicants must be willing to undergo child protection screening appropriate to the post, including 

checks with past employers and the Disclosure and Barring Service (DBS) 
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