
ERSKINE STEWART’S MELVILLE SCHOOLS  

 

 
 

RECEPTIONIST 

 

This is an exciting opportunity to be the welcoming face at one of the leading independent 

Schools in Edinburgh as we are seeking to appoint a part time, term time only, friendly 

Receptionist to join the ESMS Junior School at Ravelston on a temporary basis from 19 August 

2022 (or as soon after as possible) until 30 June 2023. ESMS staff are passionate, pioneering 

and strive for excellence in everything they do. We value the incredible contributions they 

make to school life, we invest in their careers and we support their ambitions so that they 

flourish professionally and personally.  

 

The successful candidate will be based on the Ravelston site and will have excellent 

communication skills (orally and in writing), be a great team player, the ability to stay calm 

and enjoy working with people of all ages.  

 

The position is temporary and part time for 22 hours per week term time only (Wednesday 

12.00pm to 5.00pm; Thursday and Friday 8.00am to 5.00pm with 30 minutes unpaid for lunch). 

The salary range is £10,602 to £11,266 per annum (pro rata), which is D12 – D15 of the ESMS 

Support Staff Salary Scales, and the salary appointment will be dependent upon relevant 

experience.   

 

ESMS is committed to safeguarding and promoting the welfare of children and young people. 

Applicants must undergo child protection screening, including checks with past employers and 

Disclosure Scotland. 

 

The closing date for applications is 12pm on Wednesday 10 August 2022. We 

anticipate interviews will be held in-person on Thursday 18 August 2022.  

 
 

TITLE  Receptionist  

 

BASIC FUNCTION  The Receptionist will look after the Junior School Reception at 

Ravelston, and will deal with telephone enquiries and visitors 

and will provide office support in the Ravelston Junior School 

(JS)   

 

ACCOUNTABILITY  The Receptionist reports to the Senior Deputy Head (Early 

Education) 

 

AUTHORITY  The Receptionist has authority as delegated by the Senior 

Deputy Head (Early Education) and other members of the 

Junior School Management Team 

 



RELATIONSHIPS    The Receptionist works closely with the other staff in the 

Junior School as well as Senior School and Support 

departments, parents, children and members of the public 

 

 

 

KEY TASKS  

 

• Provide a friendly, welcoming and supportive ‘first voice/face’ for all children, parents 

and visitors 

• Respond in a friendly, helpful manner to enquiries from pupils, staff and other visitors 

to the school 

• Maintain the school’s registration database (PASS) and follow up on absent pupils 

• Answer the day-to-day enquiries and concerns of parents quickly and efficiently 

through email, in person or by phone 

• Administer, respond and forward to relevant member of staff emails received in the 

mailbox each morning 

• Ensure that the Reception area is welcoming and kept tidy and sign-in visitors 

• Finalise and issue weekly bulletins (MESsages and Erskine Mail). 

• Leave incoming parcels with the Janitors and lost property with the School Office. 

• Organise and issue Wi Fi codes for visitors as directed by senior staff. 

• Frank outgoing mail 

• Ensure that the Fire Register and the Fire Log Book are always up to date and to hand. 

• Assist the Senior Deputy Head in the organisation of various events such as Open 

Day, Welcome Mornings, Nativities, Christmas Services Coffee Mornings, Sports Day 

and end of term catering arrangements for staff events and celebrations. This can in-

volve arranging invitations, administrative tasks, flowers and ordering refreshments. 

The postholder may be required to attend these events 

• Cover in holiday time equally with the Junior School at Ravelston Secretaries, respond-

ing to any inquiries or administration tasks that are necessary, and carries out typing 

that the Headmaster or member of the Management Team on Duty may require 

• Undertake any other administrative tasks as directed by line manager or any other 

member of the Junior School Management Team which may be reasonably put to them 

in support of the Junior School’s function 

• The Junior School Receptionist has a shared responsibility with other Junior School 

staff to help and support children by listening to the concern’s children express to 

them and helping to answer their day to day enquiries.  

 

 

REQUIRED SKILLS 

 Essential Desirable 

Experience • Previous experience providing 

secretarial and administrative sup-

port  

• Previous experience of working 

in a school or education setting 

Skills/ 

Abilities/ 

Competencies 

• Proven computer literacy, ad-

vanced user of Microsoft Office 

(Word, Outlook, Excel)  

• Experience of SharePoint and 

PASS  

 



• Excellent interpersonal and com-

munication skills (orally and in writ-

ing), with an ability to handle sensi-

tive and confidential information 

 

• Ability to use initiative, multi-task 

and prioritise own workload with 

good attention to detail  

 

• Independent, self-motivated and 

organised, with an ability to work as 

part of a team   

 

Personal 

Attributes 

• High professional and personal 

standards  

 

• Workplace flexibility and a willing-

ness to adapt to change with regards 

to how and when work is pro-

gressed  

 

• Commitment to the ESMS values 

 

 

REMUNERATIONS AND OTHER CONSIDERATIONS 

 

As an equal opportunities employer, ESMS is committed to the equal treatment of all current 

and prospective employees and does not condone discrimination on the basis of age, disability, 

sex, sexual orientation, pregnancy and maternity, race or ethnicity, religion or belief, gender 

identity, or marriage and civil partnership. We aspire to have a diverse and inclusive workplace 

and strongly encourage suitably qualified applicants from a wide range of backgrounds to apply 
and join ESMS.  

 

Role This position is term time only part time temporary from 19 August 

2022 (or as soon after as possible) to 30 June 2023. 

  

Hours of Work The hours of work will be: 

Wednesday 12.00pm to 5.00pm 

Thursday and Friday 8.00am to 5.00pm with 30 minutes unpaid for 

lunch. The postholder will be contracted for a total of 22 hours per 

week.  

 

Location The postholder will be based in The Junior School on the Ravelston 

site. 

 

Holidays Annual leave will be a paid allowance in the annual salary as this is a 

term time only contract. All holidays will be taken during the school 

holidays 

 

Salary Salary will reflect qualifications and relevant experience. The salary 

range is £10,602 to £11,266 per annum (pro rata), which is D12 – 



D15 of the ESMS Support Staff Salary Scales, and the salary 

appointment will be dependent upon relevant experience. Salaries 

are reviewed annually on 1 April.  

 

Pension Candidates will be enrolled automatically into the Merchant 

Company Stakeholder Pension Scheme. 

 

Staff Benefits Staff are offered a range of benefits including: free school lunch 

during term time, use of the schools’ swimming pool and fitness 

room outside school hours and membership of the ESMS Discount 

and Benefits Scheme, including a range of discounts at 130,000 retail 

and entertainment locations. Staff with children at the Erskine 

Stewart’s Melville Schools are entitled to a tuition fee discount of 

50% (pro rata) from Nursery to Sixth Form. 

 
Eligibility  ESMS is unable to sponsor the employment of international 

workers in this role. International applicants will therefore be 

unable to apply for and secure a Skilled Worker visa. The successful 

candidate will only be able to take up this role if they can 

demonstrate an alternative right to work in the UK. 

 

 

 

APPLICATION PROCEDURE 

 

Applicants must complete the Support Staff application form and Equal Opportunities 

Monitoring form to be considered for this position. Please note CVs and cover letters will 

not be accepted. Please submit both forms to recruitment@esms.org.uk before the closing 

date.  

 

Any enquiries about this position should be directed to Laura McMurray, HR Advisor, at 

recruitment@esms.org.uk or by phone on 0131 347 5867. 

 

The closing date for applications is 12pm on Wednesday 10 August 2022. We 

anticipate interviews will be held in-person on Thursday 18 August 2022. 
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