Receptionist 

Grade 2 (Term Time Only) 18 hours per week 

Lancasterian are currently looking for an experienced Receptionist to work on a busy reception desk on a permanent contract, 18 hours per week, (term time only). This role requires a dynamic candidate who can work in a fast paced environment. 

Duties include:


* Working on a front of house reception
* Answering and transferring calls
* Booking meeting rooms
* Efficiently dealing with visitors
* General administration

Skills Required:

* Previous reception experience is essential for this role
* Good communication skills is essential 

Working hours:

Salary: Grade 2 (pro rata)

Start date: September 2026 subject to references and an enhanced DBS 
