
 

A leading co-educational Boarding and Day School with excellent facilities set in 100 acres of 

attractive grounds. 

 

Required  

 

RECEPTIONIST, REPROGRAPHICS AND RESOURCES ADMINISTRATOR 

 

We currently have an opportunity to join our team providing administrative support throughout 

the year.  

 

Closing date for all applications is Friday 14th December 2018 

 
The School is committed to safeguarding and promoting the welfare of children and young people. Applicants must be 

willing to undergo child protection screening, including checks with past employers and DBS   

 

 

 

 

JOB DESCRIPTION: Receptionist, Reprographics and Resources Administrator 

 

Line Manager:  Assistant Head 

 

Hours of Work: Monday to Friday 8.00 a.m.-5.30 p.m. (45 hours per week, less 30 mins 

unpaid break) during term time and Monday to Friday 8.00 a.m.-4.00 p.m. 

(less 30 mins unpaid break) during school holiday periods. 

 

Holidays:  25 days holiday per annum plus 8 Statutory Bank Holidays. 

 

Rate of pay:  £ 8.90 per hour.    

 

 

 

MAIN DUTIES 

 

Reception 

 

1. To answer the School’s switchboard. 

2. To meet and greet visitors to the School in a friendly manner. 

3. To assist with any pupil queries. 

4. To register pupil absence, make follow up calls and keep accurate records. 

 

Reprographics 

 

1. To be the point of contact with the School’s external photocopier supplier. 

2. To provide reprographic support to support and teaching staff who require the range of 

services provided with the available equipment. 

3. To ensure that requests for reprographics are carried out efficiently and meet deadlines. 

 

Resources 

 

1. To work with staff in providing a range of resources to all departments and directly with 

staff who may require services.  

2. To process stationary orders for staff and departments in a timely manner. 



3. To arrange distribution of goods from order and ensure that department are billed correctly, 

liaising with the Finance Department.  

4. To provide information to staff on resources and stationary products to ensure best value.  

 

Administration 

 

1. To oversee the organisation of the Senior School Staff Common Room. 

2. To arrange staff pigeon holes each year. 

3. To collect and distribute post to pigeonholes on a daily basis.  

4. To answer staff common room telephone calls and forward messages. 

5. To undertake general staff administration, typing, filing and post.  

 

This job description is not a comprehensive definition of the role and may be subject to periodic 

amendment in conjunction with the post holder.  

 

 

 

PERSON SPECIFICATION 

 

              Essential          Desirable 

Experience/Qualifications      

 

NVQ Level2/3 Office Administration or equivalent                  * 

IT Literate            * 

Experience of working with reprographic equipment              * 

Experience of working within a School                              *   

 

 

Skills, Knowledge and Abilities 

 

Strong organisational skills     * 

Strong communication skills          * 

Professional manner                                                                    * 

Ability to work as part of a team and own initiative  *         

 

Personal 

 

Motivated       * 

Well-presented       * 

Personable       * 

 

 

 

The School is committed to safeguarding and promoting the welfare of children and young people. 

Applicants must be willing to undergo child protection screening, including checks with past 

employers and the DBS.  

 

 


