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Receptionist

Immediate start
Closing date 23 February 2026

The Four Cs Academy Trust
Curiosity Confidence Courage Constancy
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@ Manor Drive Secondary Academy

Reporting to:

Hours per
week:

Working
hours:

Lunch:
Grade:

Actual Salary:

Working
pattern:

PA to the Headteacher / Office Manager

37 hours per week

Monday-Thursday 8am-4.15pm
Friday 8.10am-3.30pm

40 minutes unpaid
Grade 5 Point 5
f 22469 per year

Term Time plus 10 days.
These will include 5 staff training days.
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' Message from Chair of Governors

Dear applicant,

Thank you very much for your interest in the post at Manor Drive
Secondary Academy. This post is an exciting opportunity to work in
a wonderful secondary school.

We want all our students to become independent and confident
young people, who are sensitive to others, interested in the world
around them and prepared for the challenges ahead.

The Governors have an important role in supporting the
Headteacher in the delivery of a great education, framed by our
core values: Knowledge, Strength, Respect and Ambition.

We are looking for colleagues who can lead by example, holding and
articulating the Academy’s vision and values and focusing on
providing an excellent education for our students.

Thank you again for your interest in Manor Drive Secondary
Academy and Four Cs MAT and | hope that the information
contained within this pack provides information to help you to
decide if you have the right qualities, skills and experience to apply
for this exciting position.

Yours sincerely,

Jonathan Theobalds
CHAIR OF GOVERNORS

The Four Cs Academy Trust

Curiosity Confidence Courage Constancy
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' Message from Headteacher

Thank you for your interest in this role at Manor Drive Secondary

Academy. 7 3
5

| am incredibly proud to be the Headteacher of our innovative, o

vibrant and growing school. Our students are very well mannered, Tk

respectful of each other and proud of their school. Relationships
with parents are constructive and parents are keen to support the
school and the children’s learning. The staff are highly skilled, with
a wealth of experience and expertise. We are all determined to
ensure that students make exceptional progress in all facets of their
life.

We have a strong commitment to developing our students as a
whole; not only achieving excellent examination results but through
our Enrichment curriculum and in preparing them for their adult
lives. This was commended in our recent OFSTED inspection, with
Personal Development being graded as outstanding.

We are looking to appoint dynamic, enthusiastic and inspirational
colleagues to join our growing team. | hope that having browsed
our website and reviewed the information provided you will be
interested in applying for this post. If you have any questions or
wish to arrange a visit to the school, please contact Penny Noble on
pnoble@manordrivesecondary.org.uk

This is an incredibly exciting time to join Manor Drive Secondary
Academy to play a vital role of ensuring that we provide
outstanding opportunities to the students in our school.

Yours sincerely,

Jo Sludds
HEADTEACHER

The Four Cs Academy Trust

Curiosity Confidence Courage Constancy
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Staff Wellbeing and Benefits

Manor Drive Secondary Academy is committed to attracting, developing and
retaining top talent to achieve high performance. Vital to pursuing this aim is
the recognition of employees for exceptional performance, behaviour and
achievements. Our offer encourages such recognition of individuals and teams

through a range of formal and informal methods.

We are committed to

encouraging positive work environments that promote the physical and mental
wellbeing of our staff. The capability, capacity and comfort of our colleagues is
a priority for us.

All teaching staff, and some support staff (depending on role) are
provided with a touch screen laptop with inking device.

Staff gym with new facilities is available to all staff.
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Employee Assistance Programme is available to all staff which
offers free legal, money advice and personal support and
guidance.

Multiple staff rooms around the building.

jﬁ@

Free car parking on site.

0

Seasonal and ad-hoc staff incentives such as Christmas Staff
advent calendar, staff breakfasts, coffee mornings and other staff
organised events.

1
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Excellent professional development, guidance and support.
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' What is it like to work at MDSA?

The staff are highly skilled, with a wealth of experience and expertise. We are all
determined to ensure that students make exceptional progress in all facets of their
life. We are committed to encouraging positive work environments that promote the
physical and mental wellbeing of our staff. The capability, capacity and comfort of
our colleagues is a priority for us. In a recent survey, 100% said they were either
happy, really happy or loved their job! We asked staff to give us feedback about what
it is like to work at MDSA, here are some of their wonderful comments:

!',v /,. \/, /l

“When you spend so much time at work, it is incredibly
“I love the atmosphere at Manor Drive Academy, it is so friendly and important to feel happy and safe, not only physically
feels like such a positive community. Every day | walk into school | but alsa psychologically. MDSA makes e feel not only
feel excited at what the day might hold which is not something | safe, but vaL‘ued and appreciated 'for‘belng me, and all
have always felt in other school | have worked in. We have some that that brings. | feel that my voice is not only heard
amazing students at Manor Drive and staff that go above and butrespected and valued. Staff are treated as equals,
beyond to work with them. The wellbeing of staff and students is regardiess of Job titleror role. Jolning the MDSA family
one of the key elements of the school DNA which makes it not just a has been the best decision | could have ever made.”
safe place for staff and students but also a place full of possibilities. tih ced i hool wh blacd o
The enrichment programme that we run means that there are so - P ne..rer_wor = OD'_W T SLf LSk
: o been so valued, which in turn has made me feel valued.
many options to explore and try out creative ideas for the students _ } .
; : : : : The freedom, which | have been given to lead my
to get involved in. The senior team are genuinely concerned with ; : : A
. i department in a way which | see fit, has given me
making sure that staff are looked after and have the best

s e immense professional satisfaction and has helped me
opportunities to grow and develop. This is by far the best school | develop my own skills incredibly. | know that if | need
have worked in.”

anything, be it advice, resources or just a pep talk, my
SLT are always there to listen and | have been extremely
grateful for their actions, when | have been struggling
“MDSA is a place of work where staff with workload. | have never worked at a school which
wellbeing is a priority and not just lip has valued my well-being as much as MDSA.
service”

“l am proud to work at Manor Drive, a place that truly values and supports its
“| feel incredibly grateful for the unwavering staff and students. Since starting in September, I've felt incredibly welcomed,
and ongoing support and guidance 've and | have been able to build great relationships with both colleagues and
received from my mentor and colleagues at students. The school provides a strong sense of community and has supported
MDSA throughout my teaching journey. Their me every step of the way in my teaching career. Manor Drive is an environment
encouragement and belief in my potential that prioritises both wellbeing and manageable workloads, making it a privilege
have been instrumental in my growth and to be part of a team that cares for the growth, health, and happiness of
progression.” everyone involved.”

‘The environment that staff have created in Manor Drive School allow each
‘MDSA has a holistic approach to Staff wellbeing. member of staff to grow in their role in a safe and supported way. | started my
Senior leadership take each staff member’s role at Manor Drive after being in Education for 37 years. | started as a
workload, health, and wellbeing into account volunteer Mentor and found the work environment welcoming and supportive.
throughout the school year. There is an Open-door So much so that | approached the Head to see if there were any roles | could
policy which allows us to feel safe and heard. | apply for. | mentioned ELSA. | was welcomed, heard and felt appreciated right
never get that ‘Sunday night’ feeling.’ away. | was placed in the Wellbeing Team and given the role of ELSA’
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Receptionist

Manor Drive Secondary Academy is a brand new, over-subscribed school in the north of
Peterborough, Cambridgeshire. The school is very much the centre of the local community and is
situated amongst a thriving new housing estate. We welcomed the first cohort of 120 Year 7
students in September 2022. Manor Drive is an ideal place to enhance your career, in a small team
with high expectations. Whilst being an innovative and dynamic Academy, we have traditional values
and high standards both for our students and staff. Staff are extremely supportive with ambitions of
exceptional outcomes for all.

We are seeking to appoint an outstanding front of house administrator, acting as first point of contact
for parents, students and visitors. The role is very busy and fast paced. Strong personal qualities
such as confidence, integrity and presence are sought in addition to good ICT skills. Consistent and
effective communication is required together with the ability to use own initiative. Successful
candidates will have a professional demeanour and excellent personal presentation. This is an
exciting opportunity to join a growing and motivated team and to be part of the Manor Drive
Secondary Academy as it grows. There will be a requirement to be flexible with a willingness to do
what is required to support the Manor Drive team.

WHAT WE CAN OFFER YOU:

o The rare and exciting opportunity to work in a growing school and be part of something from
early in the school journey

Strong focus on student and staff wellbeing

Free staff parking

Use of staff room space

Staff gym

All applications should be via My New Term
https://mynewterm.com/jobs/149104/EDV-2025-MDSA-12379

We welcome questions from prospective applicants, please contact, Penny Noble by email:
pnoble@manordrivesecondary.org.uk We reserve the right to close the job advert early should we
receive a high number of applications.

Closing date for applications is noon on Monday 23 February 2026

Manor Drive Secondary Academy is committed to safeguarding and protecting the welfare of children
and young people and expects all staff and volunteers to share this commitment. All appointments
involve regulated activity and are subject to an enhanced DBS disclosure, Barred Check List and two
successful references. Online searches are carried out on all shortlisted candidates.
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PERSON SPECIFICATION

You should be able to demonstrate that you meet the following criteria:
E = Essential, D = Desirable
Measured by:

A= Application Form, R = Reference, | = Interview
E English and Maths Grade 4 at GCSE or above.
D 5 or more GCSEs (or equivalent qualification), First Aid qualification
E Good communication skills — parents, students, external agencies
E Interest in student welfare
E Professional demeanour
E Ability to prioritise
E Ability to speak confidently with parents / carers and Academy colleagues
E Tact and diplomacy
E ICT literate
D Previously worked in a school

Team player

Sense of humour

Flexibility

Enjoys a challenge

Perseverance

Resolve

Helpful disposition

Willing to take ownership of the role and make the role you own
Anti Discriminatory and aware of prejudice

Well organised

O m m m m m m m m m m

Willingness to seek advice and support when needed
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JOB DESCRIPTION
JOB TITLE: Receptionist
RESPONSIBLE TO: PA TO THE HEADTEACHER
BUDGET NONE

* OVERALL RESPONSIBILITY:

To assist in the effective and efficient running of the school.

To act as a first point of contact in school for parents, students and others.

To complete whole school typing requests under the direction of the line manager

To facilitate the needs to visitors to the Academy, ensuring rooms, furniture etc is adequate.

Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the

DfE’s Keeping Safe in Education and Child Protection Procedures.

To provide First Aid care and support for students, staff and visitors as required.

To provide Reprographics facilities for the Academy by the use of digital networked photocopying equipment and laminators

SECTION 1 - DUTIES:

Receive all visitors and deliveries, inform appropriate staff and ensure visitors sign into the school and are given security badges.

To action all reception duties as required.

To operate the telephone system within the Academy and to be the first point of contact for parents, students, staff and visitors

Produce typed documentation to a high standard using relevant IT resources (letter, spreadsheets, word-processing and

databases)

Support the administration of all school departments with good word processing skills and general secretarial help.

Liaising with regular and potential users of the Academy premises to facilitate the booking of appropriate space.

Support and aid the opening and distribution of formal and informal communications in the school, both paper and electronic,

internal and external.

To assist with hospitality arrangements for all functions within the Academy. Specifically providing refreshments for visitors,

clearing refreshments and tidying rooms

Use of software packages (specifically Bromcom) within the Academy

To liaise with parents/carers with regards to medical incidents and calling the emergency services if necessary.

To respond appropriately to student’s needs for pastoral problems initially presented as being medicalffirst aid related.

» To communicate with students in an age appropriate, professional and friendly manner.

HEALTH AND SAFETY:

» Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or
inactions. Co-operate with the employer on all issues to do with Health, Safety and Welfare.

CONTINUED PROFESSIONAL DEVELOPMENT:

+ In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research
and developments related to school efficiency, which may lead to improvements in the day-to-day running of the Academy

» Undertake any necessary professional development as identified in the Academy Improvement Plan taking full advantage of any
relevant training and development available.

» Undergo appropriate training to support the delivery of ‘specified work’ in order to develop skills for the post.

CHILD PROTECTION:

» The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for who s/he comes into
contact will be to adhere to and ensure compliance with the Academy’s Child Protection Policy Statement at all times. If, in the
course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare
of children in the school s/he must report any concerns to his/her Line Manager or the School’s Child Protection Officer.

OTHER DUTIES:

« Any other tasks, duties or services that may be reasonably requested.

* This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with
the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the Academy
in relation to the post holder’s professional responsibilities and duties.

» Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of
the post.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with
the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the Academies
in relation to the post holder’s professional responsibilities and duties. Elements of this Job Description and changes to it may be
negotiated at the request of either the Headteacher or the incumbent of the post.
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