
JOB SPECIFICATION

Job Title:    Receptionist/Administrative Assistant Grade: 4

Department:   Administration and premises Accountable to:     Assistant Head/Business Director

Contractual Terms:    Permanent Responsible for: N/A

Overall Purpose of the Job:

To provide a first class reception service and administrative support to the School.

Key Duties and Responsibilities:

● Provide excellent customer service as the first point of contact for all visitors both in person and on the telephone.

● Deal with all requests in a courteous, professional, calm and friendly manner.

● To operate an efficient system for ensuring messages are passed onto the appropriate staff.

● Ensure all visitors to the School are signed in and issued with the correct lanyard.

● Ensure the confidentiality of your working environment.

● Provide general administrative support to the School as part of the Administration team e.g. typing, photocopying, emailing,

Database inputting and franking post.

● Notify staff of deliveries awaiting collection.

● Provide basic first aid support to Students.

Additional Information
● Undertake any such duties commensurate with the post as directed by the Headteacher/Line Manager.
● As part of the wider duties and responsibilities, the post holder is expected to promote and actively support the school’s

responsibilities towards safeguarding.

● A good knowledge and understanding of the General Data Protection Regulation (GDPR) and a willingness and commitment to

ensure compliance of this regulation and any associated data-related legislation.



● Develop and maintain an awareness of mental health issues affecting both colleagues and students/learners and in act in a

supportive way that helps others and enables them to be open about any issues affecting them.

The following section is the requirements for the job and lists the essential and desirable requirements needed in order
to do the job.   Applicants will be shortlisted solely on the extent to which they meet these requirements.

Please note:
E = Essential criteria to be able to undertake the job            D = Not essential to undertake the role but would be
beneficial
A = Application Form                                                                     I = Interview/Assessment process

Criteria Essential/
Desirable

How Assessed

Qualifications: The role requires a minimum of  Grade 4 – 9 (A –C)
in English.

Basic First Aid Trained (or willingness to undertake
training)

E

E

A

Experience: Experience of working in a busy office/reception
environment.

Experience of using Microsoft packages.

Experience of working in a School setting

Experience of dealing with confidential
information.

E

E

D

D

A/I

A/I

A

A

Knowledge and
Statutory
Requirements:

Knowledge of email and the internet.

Knowledge and interest in Secondary Education

E

D

A

A

Planning,
Organisation and
Mental Challenge:

Ability to be able to use your own judgement to
identify straightforward solutions to simple
problems.

E A/I

Empathy & Social
Intelligence:

Self-management and social awareness together
with empathy when dealing with visitors/parents
to the School.

E
A/I

Interpersonal &
Communication:

The post holder requires good communication and
interpersonal skills to relate to people at all levels
within the Trust.

E
A/I



Personal Qualities: Ability to contribute to effective team working.

Effective time management.

Ability to work confidentially and with discretion.

Excellent organisational skills.

E

E

E

E

A/I

A/I

A/I

A/I

Main Contacts:
The post holder must always project a professional image when dealing directly with colleagues, governors, parents/carers and
external bodies.

Date Completed:     June 2022

Signature of Post holder:   …………………………………………………………………………………… Date:
………………………………………………………..

Characteristics of the post:
The employment checks required of this post are:

➢ Evidence of entitlement to work in the UK

➢ Evidence of essential qualifications

➢ Two satisfactory references

➢ Evidence of a satisfactory safeguarding check e.g. an Enhanced Disclosure and Barring Service Check for Regulated Activity

➢ Confirmation of medical fitness for employment as required

➢ Registration with appropriate bodies (where applicable)

This is a description of the job as it exists at present; All Trust Job Specifications are reviewed and are liable to variation in
consultation with the post-holder in order to reflect future developments, roles and organisational change.

We recognise and welcome our responsibility to remove any barriers in our Recruitment and Selection process for disabled
candidates.  We have tried to do this, but if you have a disability and identify any barriers in the job specification, please tell us of
these in your application.  We are committed to making reasonable adjustments to the job wherever possible and it would help us
to know your needs in order to do this.

Where criteria are to be identified through the “Selection Process”, this may involve written exercises, group discussions,
presentations, interview, etc.


