
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For Appointment of: 
School Receptionist &  Administrator 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Job Title 

Loca-on 

Dura-on 

Work Hours 

Repor-ng to 

Salary 

Pension 

Star-ng date 

School Receptionist & Administrator 

Alkerden Village, Ebbsfleet Garden City 

Permanent 

Term Time + Inset Days 

Office Manager 

AAT C.5 - AAT C.7 (FTE £25,252 - £26,262) 

 Local Government Pension Scheme 

September 2025 

Role Overview 

Alkerden Church of England Academy is seeking a professional, welcoming, and proactive 
School Receptionist and Administrator to join our founding team. As an all-through school 
rooted in a Christian ethos of inclusion and hope, we are committed to creating a nurturing 
and supportive environment for every member of our school community. 

You will be joining a collaborative and supportive team that values professionalism and 
continuous development. As part of our staff, you will benefit from high-quality CPD 
opportunities to support your personal and professional growth, equipping you with the tools 
to thrive in a dynamic and evolving educational setting. 

 

Purpose of the Role 

In this pivotal front-of-house role, you will be the first point of contact for pupils, parents, staff, 
and visitors, helping to create a warm and efficient school environment. You will also provide 
essential administrative support across the school, contributing to the smooth day-to-day 
operations and supporting the wider team. 

This role is central to the professional and community-focused environment of Alkerden 
Academy. The successful candidate will demonstrate warmth, discretion, initiative, and a 
commitment to supporting the aspirations and wellbeing of our students and families. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Be the first point of contact for Alkerden CE Academy, ensuring all visitors, students, and stakeholders are 
greeted warmly and professionally 

• Deliver efficient administrative support for school operations, including coordination of clubs, trips, and after-
school events  

• Maintain effective communication with pupils, parents/carers, and staff across the Academy 

• Liaise confidently with external agencies and partners  

• Analyse and evaluate student and school data to produce reports for leadership as needed 

• Monitor student attendance daily, contacting families as necessary and supporting the pastoral leader in 
identifying trends and concerns  

• Provide proactive administrative assistance to the Co-Heads of school and senior leaders, managing schedules, 
documentation and correspondence 

• Organise and minute staff meetings and parent forums as required 

• Work with relevant staff to coordinate school events, such as open evenings, transition days etc 

• Manage the Academy’s electronic parent communication platform, ensuring messages are timely and relevant 

• Process returns, documentation, and reports for external agencies (e.g., KCC, DfE) 

• Assist with the development and continuous improvement of the Academy’s administrative systems 

• Handle general reception enquiries and ensure all safeguarding procedures are followed 

• Coordinate arrangements for school trips, educational visits, and external guest speakers  

• Support with safer recruitment checks, including DBS administration 

• Collate and distribute the Academy’s newsletter for parents and carers 

• Manage a limited stock of stationery and other administrative supplies within an agreed budget 

• Administer uniform sales and support associated financial processes 

• Manage petty cash, ensuring accurate records and investigating discrepancies where needed 

 

 

Key Responsibili-es 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• NVQ Level 2 or equivalent 
• Experience of front-of-house reception duties in a professional setting 
• Experience of using administrative systems in an office environment 
• Experience handling confidential and sensitive information 
• Excellent front-of-house interpersonal and communication skills 
• Good literacy and numeracy skills 
•  Confident in Microsoft Office applications (Word, Excel, Outlook, etc.) 
•  Ability to produce a range of standard and non-standard documents/reports 
• Strong organisational and administrative skills 
• Able to develop and maintain effective filing systems (digital and paper-based) 
•  Ability to prioritise workload and meet deadlines under pressure 
• Ability to take accurate notes and minutes of meetings 
• Able to track actions and follow up tasks using initiative 
• Skilled in arranging and coordinating meetings and appointments 
• Ability to investigate and resolve queries or anomalies independently 
•  Commitment to equality, diversity, and inclusion and safeguarding 
• Familiarity with administrative procedures and ICT systems 
• • Understanding of data protection, confidentiality, and GDPR compliance 
• Knowledge of management information systems  
• Understanding of health and safety regulations 
• An openness to learning new systems and skills 
 

• Experience within an educational setting 
• Awareness of the School Record Retention Policy and FOI protocols 
• Knowledge of various IT systems relevant to school administration 
• Understanding of health and safety regulations relevant to school settings 

Essen%al 

Desirable 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If  you are interested in this position and would like to have a more detailed conversations or 
arrange a meeting before making the decision to apply for the post, please contact: 

Jo Barker-Platt, Director of People & Culture 

barker-plattj@aletheiatrust.org.uk 
01474 531 495 
 
To apply for this role, please visit MyNewTerm: 
Apply Now 
 

Aletheia Academies Trust is committed to safeguarding and promoting welfare of children and young people 
and expects all staff, volunteers and governors to share this commitment. All successful candidates will be 
subject to enhances DBS check along with other relevant employment checks, including overseas criminal 
background checks where applicable. Our policy statement on the recruitment of ex-offenders can be found on 
our website. All new employees, volunteers and governors will be required to undertake safeguarding training 
on inductions which will be regularly updated in line with statutory guidance. 

Please click here to view: Our Trust Policies or Our Recruitment of Ex-Offenders Policy 

mailto:barker-plattj@aletheiatrust.org.uk
https://mynewterm.com/school/Alkerden-Church-of-England-Academy/578339598
https://www.aletheiatrust.org.uk/governance/finance-policies
https://www.aletheiatrust.org.uk/join-aletheia-academies-trust/vacancies


 

 

 

 

 

 

 


