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Location: 
	
Queens Park Parade, Kingsthorpe, Northampton

	Headteacher: 

	Mrs Francesca Shears

	Phone: 
	01604 714098

	Website Address: 
	www.northgateacademy.org.uk

	Email Address: 
	D.Spencer@northgateacademy.org.uk

	School Type: 
	Secondary Special

	Contact: 
	All enquiries welcome. For a full job description and application pack, please download from www.northgateacademy.org.uk and return to D.Spencer@northgateacademy.org.uk Alternatively, please ring the school office on 01604 714098 to request details. 


	



	Job Details

	Job Type:
	Support Staff

	Post Title:
	Receptionist / Administrator

	Vacancy Type:
	Part Time

	Contract Type:
	Permanent

	Hours per week:
	37

	Weeks per year to be worked:
	41 weeks (term time, training days plus 2 holiday weeks)


	Requirements:
	The post holder will possess excellent communication and organisational skills, a professional and customer-focused approach, strong administrative abilities, and a commitment to safeguarding and promoting the welfare of children and young people. They will be able to work independently and as part of a team, demonstrating initiative, discretion, and attention to detail in a busy school environment. 

Northgate is committed to safeguarding and promoting the welfare of children and young adults and expects staff to share this commitment.  We will ensure that our recruitment and selection process reflects this commitment.
 
Northgate is a special secondary school (11-18 years) for pupils with learning difficulties, physical and sensory disabilities and up to a third of pupils are on the autistic spectrum.  289 Pupils on roll.

An enhanced (DBS Disclosure & Barring Service), health check and suitable references will be required for the successful candidate. 

	Description
	· Provide a professional and welcoming reception service, both in person, by telephone, and online, ensuring a positive experience for all visitors and supporting the smooth and efficient operation of the school.
· Manage incoming and outgoing telephone calls in a professional, confidential, and efficient manner, accurately relaying messages between sites and maintaining a high standard of customer service at all times.
· Act as the first point of contact for colleagues, teachers, senior leaders, parents, visitors, service users, and external agencies. Ensure all visitors are greeted appropriately, sign in and out correctly, and provide suitable identification in accordance with safeguarding procedures.
· Maintain a vigilant awareness of safeguarding responsibilities, recognising potential concerns and following school procedures for reporting and escalating issues appropriately.
· Provide effective communication support to the school community and external stakeholders through a range of platforms, including Teachers2Parents, ParentPay, and the school website. Produce professional correspondence, reports, school communications, and documentation to support key school processes, including end-of-term reports and data collection activities.
· Deliver comprehensive administrative support to meet operational requirements, including data entry, report preparation and analysis, filing, document management, records retrieval, and reprographics services.
· Support the management of pupil attendance, working closely with Family Support Workers and relevant staff to help maximise attendance and promote positive engagement with families.
· Maintain regular communication and collaboration with the Headteacher, Senior Leadership Team, wider school staff, and colleagues at the sixth form provision, The Bee Hive.
· Work effectively under general supervision while demonstrating initiative, prioritising workloads, managing assigned tasks independently, and responding flexibly to changing priorities.
· Contribute positively as a member of a small team, fostering a proactive, supportive, and collaborative working environment.
· Undertake all duties without supervisory responsibility, whilst maintaining accountability for the quality and accuracy of own work.

	Pay / Salary Details

	Pay Scale:
	NJC Scale - Range

	Pay Scale, Range:
	GRADE G, Points 8-12

	Salary:
	£26,824 to £28,598 (full time salary, part time will be pro-rata)

	Application Details

	Closing Date:
	Friday 28th August 2026

	Anticipated Interview Date:
	w/c 31st August 2026

	Anticipated Start Date:
	5th October 2026
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