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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Apprentice Receptionist / Administrator
Salary:	Apprentice Rate
Hours of Work:	37 hours per week, TTO plus 5 days
[bookmark: _Hlk204262793]Working pattern: 	Monday – Thursday 8.00am – 4.00pm & Friday 8.00am – 3.30pm
Post Status:	Fixed to the term of the apprenticeship
Disclosure level:	Enhanced
Responsible to:	Headteacher

Role Overview
Delivering efficient administrative services. The post holder will be responsible for managing a variety of enquiries from staff, students, and visitors, both in person and via telephone, email, and written correspondence. Duties include reception management, handling communications, maintaining accurate data records, and providing general administrative support. 

Responsibilities
· To proactively deal with a wide range of enquiries from all stakeholders, either in person or via telephone, email and letter.
· To provide administrative and organisational support to all stakeholders as required.
· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors.
· Issuing messages, incoming mail and communications with staff and students as appropriate. 
· Be fully trained in the reprographics function.
· Data inputting of computerised records/management information systems.
· Undertake typing, word-processing and other IT based tasks.
· Undertake other duties appropriate to the post as required by the Headteacher that may be reasonably required from time to time. 











PERSON SPECIFICATION – 
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Good general education (e.g. GCSEs including English and Maths)
	*
	
	A/C

	Willingness to work towards a relevant Level 2/3 qualification 
	*
	
	A/I

	Basic understanding of administrative and customer service principles
	
	*
	I

	
	
	
	

	
	
	
	

	EXPERIENCE
	
	
	

	Relevant experience gained through school, volunteering, or part-time work
	
	*
	A/I

	Familiarity with using computers and basic software (e.g. Word, email)
	*
	
	A/I

	Experience working in a team or customer-facing environment
	
	*
	A/I

	
	
	
	

	
	
	
	

	SKILLS 
	
	
	

	Good verbal and written communication skills
	*
	
	I/R

	Ability to work collaboratively with others
	*
	
	I/R

	Ability to manage time and tasks effectively
	*
	
	I

	Willingness to learn and take direction
	*
	
	I

	
	
	
	

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Friendly, professional, and approachable manner
	*
	
	I

	Flexible and positive attitude towards work and learning
	*
	
	I/R

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I

	
	
	
	

	
	
	
	



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
image1.png
4

CARLTON

ACADEMY TRUST




