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JOB DESCRIPTION 
Job title:


Receptionist

 
Reporting to: 

Duty Manager
Hours:
19.5 hours/0.5270 contract
Three-week rota including evenings, weekend, and Bank Holidays

Salary:


Full time salary £24,456 Pro-rata: £12,888
Closing Date:

Tuesday 12 May 2026 at 5 pm


Job purpose:

To provide a professional, welcoming, and accessible reception service that supports students, staff, visitors, and thePoint4 members at the Royal National College for the Blind. The role includes coordinating and supervising work placement activities for visually impaired students within the reception environment, ensuring that tasks are adapted appropriately and delivered in a supportive, confidence‑building manner. Responsible also for monitoring and co-ordinating the College’s lockdown alert system, responding promptly to alerts, and following established safety protocols to help maintain a secure campus environment..

Main duties and responsibilities: 
Reception & Front‑of‑House

Provide a professional, friendly, and accessible first point of contact for all students, staff, visitors, and contractors.

Manage reception enquiries via phone, email, radio, and in person, ensuring responses are timely and appropriate.

Maintain accurate visitor records, issue passes, manage sign‑in procedures, and ensure safeguarding protocols are followed.

Coordinate room bookings, meeting arrangements, and daily schedules as required.

Manage incoming and outgoing post, deliveries, and courier arrangements.

Ensure the reception area is tidy, welcoming, and accessible, including maintenance of tactile signage, VI‑friendly information, and assistive technology where required.

Support college events, open days, and meetings by providing reception and administrative assistance.

thePoint4 Administrative Support
Handle customer enquiries in person, by phone, and via email. 

Provide accurate information about gym facilities, opening hours, classes, membership options, and promotions.

Process new memberships, renewals, upgrades, and cancellations. 

Explain membership types, pricing, and terms clearly to potential members. 

Assist customers with completing forms and setting up direct debits or payment plans. 

Maintain accurate records using the gym management system

Manage class bookings through the booking system. 

Provide guidance on class availability, timetables, instructors, and suitable fitness levels. 

Support members in cancelling or rearranging bookings as needed. 

Communicate any timetable changes or class cancellations promptly and professionally

Handle point‑of‑sale transactions including memberships, merchandise, and guest passes. 

Maintain member accounts and update information as required

VI Student Work Placements

Coordinate and supervise work experience placements for visually impaired students within reception and front‑of‑house services.

Adapt tasks and break them down into accessible, achievable steps to support learning and independence.

Provide constructive feedback, encouragement, and skills coaching in areas such as communication, customer service, time management, and workplace professionalism.

Work collaboratively with tutors and Student Support to ensure individual needs and reasonable adjustments are met.

Monitor student progress and contribute to placement reviews and reports as required.

Lockdown Alert & Safety Oversight

Monitor the College’s lockdown alert system, responding swiftly to alerts in line with established emergency and safeguarding procedures.

Act as a key liaison point during lockdown notifications, ensuring relevant staff and managers are informed promptly.

Maintain awareness of safety protocols and participate in drills, briefings, and update processes.

Report system faults, concerns, or patterns to the appropriate manager.

Ensure records of alerts, tests, and incidents are logged accurately.

RNC is an equal opportunities employer welcoming applications from all sections of the community. We are committed to safeguarding and all successful applicants will be subject to an enhanced DBS (Disclosure and Barring Service) check. 

Eligibility to work in the UK is required.

Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 
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PERSON SPECIFICATION – Receptionist
Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience.
	ATTRIBUTES
	MINIMUM/ ESSENTIAL 
	DESIRABLE 

	Experience

	· Previous experience or proven track record in a busy reception environment

	· Experience of using the booking system or similar administration 

· Working within and educational environment

· Working with people with disabilities

	Knowledge/skills
	· Excellent communication skills – oral and written

· Good working knowledge of the Microsoft office suite of programmes, excel and word in particular.
	· Awareness of health and safety practices and guidelines


	Qualifications and training
	· Minimum of GCSE grade C passes in Mathematics and English Language, or equivalent
	· NVQ Level 2 I Business Administration or Customer Services or equivalent

· Secretarial Skills
· Information Technology - Word, Excel

	Disposition, attitude and motivation
	· Ability to work under pressure

· Ability to work independently and as apart of a team

· Discreet and with a clear understanding of confidentiality

· Enjoy working as part of a team

· Patient and tolerant

· Good sense of humour

· Understanding of safeguarding for our students, and a commitment to safe practice

· Commitment to equality and diversity and its active promotion
	

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed.

· Eligibility to work in the UK

· A flexible attitude to working hours in order to cover events which will include evenings, weekends and bank holidays
	



