
Buckingham Browne & Nichols 
Job Posting Notice 

 
Title: All-School Receptionist    Date: August 2016 
 
Department & Campus: All-School/ Upper School 
 
Reporting to: Safety & Security Coordinator FLSA Status: Non-Exempt 
 
Job Summary 
The all school receptionist is an important and integral member of the BB&N community.  The 
receptionist is the public face of the school and the first contact for visitors and guests at BB&N.  
This position is needed to help ensure the safety of the school community and provide 
exceptional customer service to incoming visitors. Duties include greeting and screening visitors, 
answering phones, transmitting messages, receiving some in hand deliveries, maintaining logs, 
providing information and other duties that may be assigned.  Computer skills and ability to multi-
task are essential to this position. 
 
This is a 12-month, full-time position working 7:00 am – 3:30 pm, Monday through Friday. 
 
 
Context 
BB&N, a coeducational day school in Cambridge, MA, was established in 1974 by the merger of 
two independent schools, the Buckingham School and the Browne & Nichols School, founded 
respectively in 1889 and 1883.  Located on multiple campuses, we work as one School in pursuit 
of excellence.  We celebrate the diversity of our community which enriches our daily experience.   
At BB&N, we foster intellectual curiosity, critical thinking, and a deep concern and respect for 
others.   
 
Performance Expectations 

• Maintain constant surveillance of assigned areas providing maximum visibility 
• Greeting and checking in visitors 
• Assure that all persons entering the campus are authorized to do so 
• Multi-line phone handled to assure phone calls answered promptly, personally, and 

courteously.  Calls directed and messages taken accurately and every effort taken to 
ensure that callers feel that they have been helped 

• Smooth and accurate flow of information to and from the supervisor and others who are 
in contact with the office 

• Information given to callers, visitors, students, families, faculty and staff updated so that it 
is consistently accurate and complete 

• Incoming and outgoing deliveries are handled according to procedure. 
• Reception area opening/closing procedures followed and office area kept neat and 

orderly 
• Messages for students delivered to mailboxes 
• Smooth and consistent cooperation and communication with other school departments, 

particularly dining, facilities and security 
• Knowledge of School security and emergency procedures 
• Communication with receptionist from other shift on daily basis 
• Information and office materials organized and filed in a transparent system and by office 

standard deadlines so other people using the systems can easily find needed materials 
• Knowledge of school and where to go for information 

o Supervisor informed of developing problems/issues 
o Awareness of school events, committee meetings, and major projects; ability to 

field questions regarding same 
• Response to needs/concerns/questions of people in absence of supervisor 



• Office projects a sense of calm, efficiency and competence 
• Information dealt with in strictest of confidence and discretion 

 
 
Skills and Competencies 
Education beyond high school, bachelor’s degree, or equivalent preferred.  At least one year of 
office and/or security experience preferred.  In addition, the Receptionist will demonstrate the 
following competencies: 
 
• Highly organized with multi-tasking capability to manage multiple projects to deadline 
• Multi-line phone answering ability 
• Strong customer service skills 
• Familiarity with the school environment 
• Ability to keep track of events calendar and speak knowledgably and provide accurate 

information about activities 
• Familiarity with mail handling and distribution, including postal regulations or ability to learn 

quickly 
• Computer literacy in a Windows environment with strong Word, Excel and database 

(preferably FilemakerPro) software.  Comfortable learning new software 
• Calm and helpful manner with all constituencies 
• Ability to work in collegial manner with people at all levels of the organization 
• Personable, friendly and good humored 
• Working familiarity with office equipment/systems 
• Present a professional image 
• Problem resolution, willingness to find new solutions and share ideas in a constructive way 
• Contribute positively to the overall morale of people within the institution 
 
To Apply Contact online:  visit https://home.eease.adp.com/recruit/?id=15351171 
 
 
Buckingham Browne & Nichols School does not discriminate on the basis of race, color, religion, 
creed, age, gender, national origin or ancestry, veteran status, sexual orientation, or any non-job 
related physical or mental disability.  We welcome candidates who will increase our diversity; we 
encourage candidates of color to apply. 


