
Receptionist - Single Status Grade 4 Scale Point 9-10  

Hours:  8.00 am to 4.15pm Wednesday, Thursday & Friday 



https://www.stcatherines.college/




Receptionist 

Salary:  Local Government Single Status Grade 4 

              £26,016—£26,427 pa pro rata 

Hours:   23.25 hours per week 

  Wednesday 08.00 - 16.15 

  Thursday 08.00 - 16.15 

  Friday 08.00 - 16.15 

Actual salary:  £14,484.00 

 

We are looking for a friendly and orgnised School Receptionist with strong administrative skills.  The ideal  

candidate should be personable, professional, and able to handle front desk duties efficiently. 

 

The Receptionist serves as the first point of contact for students, parents, staff, and visitors, ensuring a  

welcoming and professional environment.  This role involves handling enquiries, managing 

administrative tasks, and supporting the school’s daily operations.  The ideal candidate will have  

strong organisational skills, excellent communication, and the ability to handle a fast-paced school 

environment. 

 

We offer you: 

Local Government Pension Scheme 

 

Subsidised private health care through Benenden 

 

Free flu vaccine 

 

Free parking 

 

A fabulous staff room with complimentary tea and coffee 

 

CPD starts immediately upon employment 

 

Our café serves food at breakfast, break and lunch time. 

 

St Catherine’s College is part of DCAT (Diocese of Chichester Academy Trust) 

 

 

 

 



Job description 

POST:                                Receptionist 

GRADE:                             Single Status Grade 4 spinal Column 9—10 

                                           £26,016—£26,427 pa pro rata 

 

Hours:       23.25 hours per week to be worked Wednesday to Friday 08.00—16.15     

       (30 minute unpaid lunch break daily)                        

        

 

Main Purpose of the Job 

The receptionist serves as the first point of contact for students, parents, staff, and visitors, ensuring a wel-

coming and professional environment.  This role involves handling enquiries, managing administrative tasks, 

and supporting the school’s daily operations.  The ideal candidate will have strong organisational skills, ex-

cellent communication, and the ability to handle a fast-paced school environment. 

 

Key Responsibilities 

 

Front Desk & Communication 

• Greet and assist  students, parents, staff, and visitors in a professional and friendly manner. 

• To answer all incoming calls, both internal and external, redirecting/taking messages as necessary, and 

acting on instructions received.  To relay messages to staff and students. 

• Reply to emails and follow up on any actions. 

 

Administrative Support: 

 

• Manage incoming and outgoing mail, deliveries, and school notices. 

• Support school leadership team with administrative tasks, such as scheduling appointments, booking 

rooms, photocopying and preparing documents. 

• Maintaining office and stationery supplies and placing orders when necessary. 

 

Student & Staff Assistance: 

 

• Provide students with basic guidance on school procedures, timetables, and general enquiries. 

• To accept student belongings for safekeeping. 

• To assist with ordering, maintaining stock of, and the selling of school uniform. 

      

 

This job description sets out the duties of the post at the time it was drawn up.  The post holder may be re-

quired, from time to time, to undertake other duties within the college as may be reasonably expected, 

without changing the general character of  the duties or the level or responsibility entailed.  This is a com-

mon occurrence and would not justify a reconsideration of the grading of the post. 

 



Person specification 

 

Qualifications and training 

• GCSE Maths and English (or equivalent) 

• Good standard of ICT 

 

Experience 

• Carrying out administrative tasks 

• Dealing with face-to-face and telephone interactions 

• Working with children or young people 

• Working and collaborating within a team 

   

Skills and knowledge  

• Good oral and written communication skills 

• Ability to respond quickly and effectively to issues that arise 

• Ability to plan, organise and prioritise to meet deadlines 

• Ability to use own initiative and take action accordingly 

• Excellent attention to detail 

• Ability to use relevant office equipment effectively 

• Ability to build effective working relationship with colleagues 

• Understanding of data protection and confidentiality 

 

Personal qualities 

• Be flexible and enjoy variety 

• Sensitivity and understanding, to help build good relationships with colleagues and pupils 

• A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the 

school 

• Commitment to maintaining confidentiality at all times 

• Good  health and attendance record 

• A positive and enthusiastic work ethic 

• Willingness to positively promote the College aims and Christian ethos 

 

  



Thursday 15 October 2026 


