
   

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Fermain Academy is a safe place of learning for students 

aged 13-16 who, for whatever reason, have become disengaged 

from mainstream education. 

 

RECEPTIONIST PACK (Maternity Cover) 

 

 
Working hours: Part time (hours to suit) 

 

Salary: £9.51 per hour 

 

 

 

 

 

 

 

 

 

 
 

 

Overseen by the 



The Fermain Academy Receptionist Recruitment and Selection Process: 

 

1. You are asked to complete The YES Trust Application Form. 

 

2. You are asked to return your Application Form by email to; 

 

FAO: Rachel Ward, Office Manager – admin@thefermainacademy.org  

 

The deadline for applications is 14th July 2022 

 

Time Line for Assessment and Selection Process 

Advertising window 28/06/2022 

Closing date for applications 14/07/2022 

Opportunity for informal discussions 

or visit 

On request 

 

 
School Receptionist Job Description 

Reports to: Office Manager  

Purpose of the Role: 

To help provide a comprehensive, efficient and effective reception and 

administrative support service for the school, working alongside the Office Manager 

in the main school office. 

Duties and Responsibilities  

• To act as a main point of contact for visitors, staff, pupils, parents, carers, outside 

agencies and other stakeholders. Providing advice, information, and assistance 

where possible either over email, telephone or face to face. To provide 

hospitality for visitors as necessary and implement school safeguarding policy. 

• To provide administrative support to the Headteacher, and staff as directed by 

the Headteacher and/or Office Manager. This will include maintenance of 

records, written and electronic, origination of letters, photocopying, scanning, 

emails and phone calls.  

• To help to arrange for supply cover in the event of staff absence 

• To administer school registration procedures in line with statutory requirements 

and school policies 

• Ordering school lunches and collecting cash/cheque payments for lunches 

• To help administer pupil enrolment and leaver procedures, to add to and 

maintain pupil and staff databases on the school MIS. To maintain lists and 

registers ensuring records are accurate and up to date. To produce reports, lists, 

information and data as required. 

• To complete statutory census returns along with other weekly and monthly 

returns such as staff variation sheets and sickness absence and insurance returns 

• To assist in the routine administrative arrangements in relation to the recruitment 

and interviewing of applicants. 

• To support the Office Manager in maintaining and monitoring staff information, 

including absences and staff training 

• To help arrange and manage pupil transport requirements and liaising with 

external agencies. 

• To keep updated, school prospectuses, home/school agreements, school 

website, displays and other marketing material 

• To ensure security procedures are followed when people enter and exit the 

school in line with safeguarding requirements. 

• which could improve the efficiency and effectiveness of the organisation. To 

attend training as necessary.  



• To undertake such other duties related to the work of the school appropriate to 

the post as may be assigned by the Officer Manager/Headteacher. 

• To be aware of and comply with policies and procedures relating to child 

protection, safeguarding, health and safety, confidentiality and data protection. 

• To maintain complete confidentiality at all times. 

 

 

 

 



School Receptionist / Admin Assistant 

 

Personal Specification 

 
Attributes and 

requirement 

Essential Desirable How 

Identified 

Relevant Experience 

& Knowledge 

• Experience of handling enquires from/dealing 

with members of the public 

• Good knowledge and understanding of 

administrative procedures. 

• Reception/ General admin experience  

• High level of accuracy 

• Good functional literacy and numeracy skills 

• Experience of working in a 

school / forward facing office 

environment 

• Experience of using school MIS 

systems or similar software 

packages 

• Experience of financial 

procedures 

 

 

Application 

form 

 

Interview 

 

References 

Education & Training • Good standard of general education to 

include 5 GCSE’s (including Maths and English 

A-C) 

• Willingness to undertake training and 

development 

• Evidence of continuing 

professional development 

 

Application 

form 

 

Interview 

Special Knowledge 

& Skills 

• Friendly, patient and approachable 

demeanor. 

• Able to use/ learn schools IT systems and 

packages.  

• Self-motivated and organised, ability to work 

calmly under pressure and to meet deadlines 

• Confidentiality, tact and diplomacy in 

relationships with all members of our school 

community 

 

• Experience liaising with outside 

agencies and parents 

Application 

form 

 

Interview 

 

References 



• Passion to undertake all tasks to the very best 

of own ability. 

• Ability to interact well with children who have 

complex learning difficulties 

• Flexible 

• Will seek advice and support when necessary 

• Open minded and receptive to new ideas 

 

The YES Trust is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. 

Child safety recruitment procedures operate and appointment is subject to satisfactory references, enhanced DBS, qualifications 

check and all other relevant employment checks. 

 



 

The Youth Engagement Schools Trust (YES Trust) Safer Recruitment Policy Statement 

 

 
  
 

 

 

 

 

 

At The Yes Trust, we believe our aims and vision for our students and their families are best achieved through supported, 

valued team members.  We offer the following benefits to all Trust employees from their first day with us: 

 

• Access and support with training and CPD 

• Specialist training where required 

• Free lunch at school 

• Free parking 

• Nursery benefits 

• Education Mutual – access to free face to face counselling, physiotherapy, nurse help-line, prescription service 

whenever you need it 

• Perkbox  

o A huge range of discounts, free gifts, perks including shopping, eating out, holidays 

o The wellness Hub – access to a variety of practical and useful resources  

o Medical – on-line GP appointments, prescriptions and advice at a time convenient to you 

  
 

 

 

 

Colleague Benefits 

and Support 

 



 

The safe recruitment of staff in The YES Trust is the first step in the effective safeguarding and promoting the welfare of our children. 

The YES Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff, 

volunteers and other workers in The YES Trust to share this commitment. It is recognised that this can only be achieved through 

sound procedures, good inter-agency co-operation and the recruitment and retention of competent, motivated employees who 

are suited to, and fulfilled in the roles they undertake. 

 

This YES Trust recognises the value of, and seeks to achieve a diverse workforce which includes people from different backgrounds, 

with different skills and abilities. The YES Trust is committed to ensuring that the recruitment and selection of all who work within The 

YES Trust is conducted in a manner that is systematic, efficient, effective and promotes equality of opportunity. Selection will be on 

the basis of merit and ability, assessed against the qualifications, skills and competencies required to do the job. The YES Trust will 

uphold its obligations under law and national collective agreements to not discriminate against applicants for employment on the 

grounds of age, gender, sexual orientation, marital status, disability, race, colour, nationality, ethnic origin, religion or creed. 

 

The YES Trust will implement robust recruitment procedures and checks for appointing staff and volunteers to ensure that 

reasonable steps are taken not to appoint a person who is unsuitable to work with children, or who is disqualified from working with 

children, or does not have the suitable skills and experience for the intended role. 

 

The YES Trust will ensure that the terms of any contract with a contractor or agency requires them to adopt and implement 

measures described in this procedure. The YES Trust will monitor the compliance with these measures and require evidence that 

relevant checks have been undertaken for all workers deployed to The YES Trust. 

 

The following pre-employment checks will be required: 

• receipt of at least two satisfactory references*verification of the candidate’s identity a satisfactory DBS check 

• verification of the candidate’s medical fitness 

• verification of qualifications 

• verification of professional status where required e.g. QTS status 

• the production of evidence of the right to work in the UK 

• teaching posts - verification of successful completion of statutory induction period (applies to those who obtained QTS after 

7 May 1999) 

 

NB It is illegal for anyone who is barred from working with children to apply for, or work in our YES Trust in any voluntary or paid 



capacity. 

 

*In exceptional circumstances, where you have good reason not to want your referees to be contacted prior to interview, you 

should set out your reasons with your application form. The YES Trust will liaise with you and where they agree to defer in such cases, 

referees will be contacted immediately after interview and before an offer of employment is made. 

 

The YES Trust will keep and maintain a single central record of recruitment and vetting checks, in line with the statutory 

requirements. 

 

The YES Trust requires all staff and volunteers who are convicted or cautioned for any offence during their employment to notify the 

school, in writing of the offence and penalty. 

 

All posts within The YES Trust are exempt from the Rehabilitation of Offenders Act 1974 and therefore all applicants will be required 

to declare spent and unspent convictions, cautions and bind-overs, including those regarded as spent and have an Enhanced 

Disclosure & Barring Service Certificate. 

 

The YES Trust is committed to ensuring that people who have been convicted are treated fairly and given every opportunity to 

establish their suitability for positions. Having a criminal record will not necessarily be a bar to obtaining a position. This will depend 

on the background, nature and circumstances of the offence(s). The YES Trust Recruitment (Pre-employment checks) Procedure 

outlines the considerations that will be taken into account when determining the relevance of a criminal record to the post. 

 

The DBS has published a Code of Practice and accompanying explanatory guide. The YES Trust is committed to ensuring that it 

meets the requirements of the DBS in relation to the processing, handling and security of Disclosure information. 


