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11 March 2026


Dear Applicant

Re: Receptionist & Attendance Officer

We are looking for a friendly, organised and professional School Receptionist & Attendance Officer to join our team and become the welcoming face of our school community.  

The role involves providing high quality administrative and front of house support on the reception desk. You will be the first point of contact for pupils, parents/carers, staff and visitors handling enquiries, managing communications and ensuring pupil attendance records are up to date. There is also dedicated time each week to monitor and produce reports for the Headteacher in relation to pupil attendance and sending associated letters to parents/carers. 

If you are experienced in office administration, enjoy customer-facing roles, have strong organisational / IT skills, and would enjoy working in a school environment, we want to hear from you. 

We can offer you:
· a friendly and supportive staff team and governing body 
· effective induction
· continuing professional development
· health and well-being package
· a well-resourced school

[bookmark: _GoBack]The successful applicant will be employed on a permanent contract for 34 hours per week for 38 weeks a year. It is paid on Kent Scheme B pro rata (actual annual salary will be £19,786).
 The hours are spread evenly across the five days starting at 8:30, with an unpaid lunch hour. Candidates wishing to have a shorter lunch hour, so that they are finished by 16:00, can discuss this at interview. Appointment will be from as soon as possible.

Sandling School is committed to safeguarding and promoting the welfare of our pupils and therefore all posts are subject to a DBS check and appropriate references. We also carry out online checks for shortlisted candidates. Please ensure you have read our Child Protection Policy prior to application. 

The closing date for applications is Wednesday 25th March 2026 at 9am.  Please use the job description and person specification in your application via Kent Teach. Please do not submit CVs as only the application form is read, include all information in this. Interviews will be held on Monday 30th March 2026. 
 
If you would like to discuss the role further, or book a showround. Please contact the school office to arrange this.

Yours sincerely

Miss C Coombes
Headteacher 
[image: Kent County Council Communications Office]
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