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About Merchant Taylors’ School 

This year, our historic independent school celebrated its 400th anniversary. 

We are widely recognised as one of the finest schools in the North West of England, with a rich 

heritage of educating girls and boys aged 4 to 18.  

We are a family of nationwide Schools, and at our Crosby site we have three sites: 

i) Stanfield, our mixed primary school currently occupying two sites for children aged aged 4 – 

11 

ii) Senior Boys aged 11 – 18 

iii) Senior Girls aged 11- 18.    

Alongside the rigorous academic curriculum, we offer an abundance of other opportunities, 

including a vibrant range of clubs and sporting activities designed to inspire and develop the talents 

of each pupil.  

Whether it’s on the stage, in the concert hall, on the sports field or working in the community, our 

pupils will have the chance to grow in areas outside the classroom.  

Our committed and inspiring teachers seek to nurture a spirit of inquiry and curiosity in all our 

pupils, helping them to develop to their fullest potential. The teaching staff are supported by the 

operational staff who also form an integral part of our School to create a caring and supportive 

learning environment. We are committed to creating a warm, caring community where everyone 

contributes in creating a superb learning environment. 
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The Role 

To be the first point of contact, both face to face, and via the telephone for all visitors to the school.  

The individual has the responsibility to provide a professional and courteous service in all dealings 

and communications ensuring that all interactions and calls are dealt with timely and efficiently.   

 

Responsibilities of the Role: 

 Manage the Reception function and represent the school as the first point of contact. 

 Ensure that all visitors are signed in and out and provided with the appropriate lanyards. 

 Assist with administration duties efficiently and effectively. 

 To work on own or as part of a team to achieve the required standards. 

 Show due regard to the Health & Safety of yourself and others. 

 Administrate the attendance registers in liaison with school staff 

 To be flexible within the Reception Services Team and provide cover at other schools within 
Merchant Taylors’, Crosby. 

 Greet all visitors and parents in a welcoming manner. 

 Assist pupils and tend to their welfare, contacting parents to pick up pupils are unwell. 

 Telephone colleagues as necessary to meet visitor(s) waiting for them at Reception. 

 Telephone caretakers for assistance with deliveries. 

 Answer all telephone calls to the main school number professionally and patiently, re-
directing as appropriate. 

 Taking messages if a telephone extension is busy or unanswered, noting contact details. 

 Deal with general pupil/parental/staff enquiries. 

 Input pupil attendance registers and make telephone calls to parents. 

 Undertake other School administrative duties.  

 Checking and reporting on absences, late pupils, permission slips, contacting parents where 
the School has not been notified of a child’s absence.  

 Supervise unwell pupils sitting in the reception area.   

 Administer first aid if necessary. 
 

Marketing: 

 To be an ambassador for Merchant Taylors’ School; representing the School with 

professionalism, enthusiasm and loyalty at all times. 

 To understand and appreciate the ethos, aims and objectives of Merchant Taylors’ School, 

and be able to relate these to the wider community when required/asked. 

 To assist with Open Days and other events where applicable and as directed by the line 

manager. 

 

Annual objectives will be agreed with the successful candidate assessed and measured through 

performance appraisal. 

This job description is current at the date shown, but, in consultation, may be changed to reflect or 

anticipate changes in the job commensurate with the salary and post title.  

The job description or person specification does not form part of a contract of employment and each 

individual task may not have been precisely identified and outlined within the main duties and 
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responsibilities above. It would be expected that the post holder would carry out any reasonable 

request made to undertake work of a similar level that is not specified in this job description. 

 

Safeguarding Statement 

Merchant Taylors’ School is committed to safeguarding and promoting the welfare of children, and 

applicants must undergo child protection screening appropriate to the post, including checks with 

past employers and the Disclosure and Barring Service (DBS). 

 

Terms and Conditions 

The position is permanent and part-time. The successful candidate will work Monday to Friday 

12:15pm – 5:30pm (26.25 hours per week), 52 weeks per year, and will be based at the Senior Boys’ 

School. The rate of pay is £9 per hour.   

The successful candidate will be able to take advantage of a number of benefits which include: 

 Support for your continuous professional development  

 Employee assistance programme providing a 24-hour counselling and advice line. 

 

Applications and deadline 

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

alternatively by post to Human Resources Department, Merchant Taylors’ School, Liverpool Road, 

Crosby, Liverpool L23 0QP, to arrive by midday Wednesday 9th December 2020.  

 

Job title – Receptionist 

Criteria Essential Desirable 

Experience   
 

 Must be a highly competent and efficient receptionist who knows how to 
talk to make people feel welcome and at ease 
 

 Skilled at communicating professionally and calmly with adults and 
children and young adults 
 

 Confident in dealing with children, young adults and adults especially in 
emotional situations 
 

 Knowledgeable and skilled in managing a busy reception area with 
multiple demands on your time and attention, ideally within a school 
setting 
 

 Skilled at using Microsoft Office  
 

 Knowledge of school-based IT systems would be an advantage 
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Aptitudes   
 

 Friendly and patient disposition 
 

 Ability to stay calm under pressure 
 

 Enjoys keeping a clean and tidy work area 
 

 Excellent organizational skills with the ability to prioritize 
 

 Ability to use own initiative and seek work when necessary 
 

 Must be flexible and adaptable with the ability to work additional hours in 
the event of absences. 
 

      
 
 
 
 
 
 
 
 
 
 
 

 

 

 


