
 

Student Services & 
Reception Administrator  

APPLICATION PACK 



 

As soon as possible, subject to successful pre-employment checks 
including a DBS check or a check against the DBS Update Service if 
registered 
 
 

 Permanent, up to full time (part time may be considered to a 
minimum 28 hours to include full day Friday), Term time only (39 
weeks)  
 

 
Point 3 to 6 on the Sixth Form Colleges Support Staff Pay Spine,  
£24,759 to £25,558 FTE. (Actual pro rata based on full time, 37 
hours, £21,391 to £22,081) 
 

Local Government Pension Scheme 

 

NJC Terms and Conditions for Support Staff in Sixth Form Colleges 

 

12pm Monday 5th January 2026 

 

It’s anticipated that interviews will be held Wednesday 14th January 
2026 
 

 



 Student Services & Reception Administrator 

 

The Student Services Officer 

 

Job Purpose:  To provide high-quality administrative support to the Student Services team 
and to act as a professional, helpful and welcoming first point of contact for all students, 
staff and visitors to the College. Play a key role in the efficient day-to-day operation of both 
the main college reception and the Student Services office, being confident in dealing with 
all members of the College community. 
 

 

Key Tasks 
Reception and Student Services front desk 

• Operate the main college reception and Student Services front desk on a rota 
basis, managing the main college phone line, visitor management including 
greeting, issuing visitor badges, and ensuring safeguarding procedures are adhered 
to while responding to a wide range of in-person, telephone, and email enquiries 
from students, staff and stakeholders efficiently and accurately. 

• Operate postal (including secure exam materials) administration taking deliveries 
and ensuring outgoing post is sent securely and efficiently. 
 

Student Administration 

• Attendance and Registers: Assist with the daily administration of student 
attendance, including processing and recording absence reports from 
parents/students and ensuring register marks are accurately updated on the 
student management system. 

• Bursary Administration: Provide administrative support for the College Bursary 
Fund, including distributing application forms, logging submitted applications, 
checking initial documentation, basic assessment of clear-cut qualifying 
applications and processing requests for bursary payments. 

• Trips and visits: Provide administrative support for scheduled offsite trips and 
visits including management of college mobile phone bookings. 

• ID Cards: Process and issue new and replacement student ID cards. 

• Communication: Prepare, format, and distribute general college letters, mailings, 
and electronic communications (e.g., emails, text messages) to students and 
parents/guardians. 



 

General Support and Logistics 

• Transport and Parking: Handle administrative queries relating to student 
transport, bus passes and college car park permits. 

• Office Management: Maintain an organised, tidy, and well-stocked Student 
Services office, including managing stationery supplies and information leaflets. 

• Filing and Data: Maintain confidential student records (both paper and electronic) 
in line with GDPR regulations, ensuring accurate data entry and filing. 
 

General College Duties 

• Provide general administrative support to the wider College team as required 
particularly to support with pressure points such as UCAS and events.  

• Alongside other College support staff, provide invigilation support during exam 
periods. 

• Undertake training and professional development as necessary to ensure skills 
remain current and relevant to the role. 

• To provide First Aid on a rota basis if required (full training will be given)  

• To carry out all other duties that are in accordance with the purpose and grade of 
the post as may be reasonably required by the Business & Operations Manager 

 

 



 

 

 

 

 

Key: A = Application, I = Interview, R = References, C = Certificates 

 Essential Desirable   Identified by 

 Qualifications & Training: 

Five GCSEs at Grade 4 (C) or above, including English and Mathematics, 
or equivalent qualifications. 

✓  A, C 

A qualification or proven competency in the use of standard office 
software (e.g., Microsoft Office Suite) 

✓  A, I, C 

A valid First Aid qualification, or willingness to undergo training 
immediately upon appointment. 

✓  A, I, C 

           Experience: 

Proven experience working in a busy reception, front-of-house, or 
administrative office environment. 

✓  A, I 

Experience in managing telephone systems and a high volume of in-
person, phone, and email enquiries. 

✓  A, I 

Experience working within an educational setting (e.g., a school, college, 
or university). 

 ✓ A, I, R 

Experience in handling and processing confidential data and sensitive 
information. 

✓  A, I 

Experience with student management systems (e.g., for, attendance 
registers, or data entry). 

 ✓ A, I 

Experience with administrative tasks related to finance/bursaries.  ✓ A, I 

 Skills & Knowledge: 

Excellent oral and written communication skills, with a professional and 
friendly telephone manner. 

✓  A, I, R 

High level of competence in using IT systems, including Word, Excel, 
Outlook, and data entry. 

✓  A, I 

Proven ability to organise and prioritise a varied and demanding 
workload with efficiency and accuracy. 

✓  A, I 

Excellent attention to detail, particularly in data entry, filing, and 
processing documents (e.g., bursary applications, register marks). 

✓  A, I 

An understanding of confidentiality, safeguarding procedures, and data 
protection legislation (GDPR). 

✓  A, I 

Ability to follow clear administrative processes and procedural 
guidelines, including those related to secure mail/exams. 

✓  A, I 

 Personal Attributes: 

A professional, welcoming, and helpful disposition, capable of acting as 
a positive first point of contact for the College. 

✓  I 

Demonstrates a proactive, flexible, and adaptable approach to work, 
with the ability to provide support to the wider College. 

✓  A, I 

Ability to remain calm and professional under pressure and when dealing 
with difficult or sensitive situations (e.g., student absence/welfare 
issues). 

✓  
I 

A commitment to continuous professional development and training 
relevant to the role. 

✓  A, C 

Demonstrates a commitment to equality, diversity, and the well-being 
and safeguarding of young people. 

✓  A, I 

    

    

PERSON SPECIFICATION 
Student Services & Reception Administrator 



 

 

  

 

 

 

Safeguarding: 

Suitable to work with children and young adults and/or vulnerable 
adults 

✓ A, C 

DBS Certificate 

Willingness to apply for an Enhanced Disclosure and Barring Service 
check or to have a check undertaken against an existing DBS Certificate 
if registered for the DBS Update Service. 

 

✓ A, C 



 



  





 



 



 



 


