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Dear Applicant,  

Thank you for your interest in the role of Office Administrator and Receptionist at Edge Grove. This is a 

full-time, all year round position to start as soon as possible. 

We seek to employ a motivated and proactive self-starter, with excellent administration skills, to support 

the Admin and Communications Manager to ensure the efficient and effective running of the business of 

the School.  

The successful candidate will demonstrate outstanding organisational and communication skills. They will 

be able to multi-task effectively in a busy and demanding environment. They will have a high level of 

emotional intelligence, being able to work effectively with all stakeholders at all times. 

The job description which follows identifies the scope of the role, including the breadth of activities and 

person specifications. 

Inspiring children are at the centre of Edge Grove and the School provides them with the space to enjoy 

their School days, to feel a sense of genuine belonging and pride and to develop their own unique 

character and creativity. Through this, they have fun, collaborate with others and learn life skills which 

prepare them to thrive through the next stages of their education, fulfil influential roles in society and lead 

balanced and fulfilling lives. 

If the words above strike a chord and you would like to play an influential part in the School’s support team, 

please read on!   

I hope that this document provides you with all of the information that you need about the role. If you have 

any further questions, please do not hesitate to contact the School on hr@edgegrove.com.  

With best wishes,  

Yours,  

 

 

Ed Balfour 
Head  
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OFFICE ADMINISTRATOR / RECEPTIONIST 

THE ROLE  

Reporting to: Admin and Communications Manager  

Purpose of Role:  

Working with and reporting to the Admin and Communications Manager, who has formal responsibility for 
all aspects of the School office, the post holder will be the first point of contact for all pupils, parents, visitors 
and staff and may be required to take full responsibility for the office during their hours of work. Specific 
duties are allocated by the Admin and Communications Manager and may vary as to the time of day and 
between term-time and holiday working but will include the following roles:  

Main Responsibilities of Role:  

Professional Responsibilities  

● Provide a first-class customer service to everyone involved with Edge Grove; 

● Set high personal expectations in terms of professional customer service, communication, 

 punctuality and commitment;  

● Attend INSET, team and staff training as appropriate, contributing actively in continual professional 

 development and the appraisal process; 

● Support the School in its aims and objectives and promote the ethos and life of the School; 

● Dress in a way that is commensurate with the working environment.  

Pupil Registration  

● Coordinate all aspects of the morning Pupil Registration process, including prompt follow-up of 
 absences; 
● Maintain pupil absentee records; 
● Daily cross reference absences with late sign in/out list; 
● Communicate with parents to establish whether a child has an authorised absence.  

Reception of Parents, Pupils, Visitors and Goods  

● Act as first point-of-contact for general queries from parents, staff and visitors (by phone, email or 
 in person) and taking appropriate follow-up action; 
● Welcome visitors in accordance with the School’s safeguarding procedures; 
● Explain requirements in the event of fire and arrangements for Child Protection and Health and 
 Safety; 
● Ensure that the Reception Area is presentable and welcoming to visitors at all times; 
● Retrieve messages left after hours, responding as appropriate; 
● Facilitate general queries from pupils and take appropriate follow-up action; 
● Receive School deliveries; sign for packages as appropriate and obtain necessary paperwork; 
● Notify relevant departments of goods received (including appropriate delivery documentation). 

School Management Information System (MIS)  

● Maintain accurate data on the School’s MIS, updating information as required; 
● Update the MIS with details of requests for authorised pupil absence; 
● Set up the online booking process for parents’ evenings, monitor queries and provide up to date 
 information to staff timeously; 



 

Page 4 | 7 

 

 
 
 
 
 
● Collate registration for pupil breakfast;  
● Under consultation with the Activities Manager and Admin and Communication Manager, set up 
 the  online booking process for after School activities on a termly basis, monitor queries from 
 parents, provide up to date registers for internal and external activities staff; 
● Utilise and design reports to enable the data to be exported for analysis and checklists.  
 

Administration and Communication  

● Use text/email messaging service via the pupil management information system for parental 
 communication as required; 
● Familiarity with modern social media to support the ongoing marketing of the School to current 
 and prospective parents; 
● Provide proof reading support for communications and School documents; 
● Prepare and send commendation certificates on a weekly basis;  
● Collate reply slips for Trips and Expedition Week and follow up outstanding replies;  
● Provide administration cover when other members of the team are absent or on leave.  

School Holiday Responsibilities  

● Act as first point-of-contact for enquiries and deliveries to the School from parents, prospective 
 parents, visitors and contractors; 
● Undertake administration tasks as agreed and allocated by the Admin and Communications 
 Manager.  
 

The School reserves the right to review and change this job description according to its needs. 

Child Protection  

In the context of their employment, the member of staff will frequently be in the presence of children and 
will therefore have to have appropriate levels of training in child protection. All members of staff must 
comply with the School’s Safeguarding Policy, available on the website and the School’s Intranet. If, in the 
course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks 
to the safety and welfare of our pupils, these concerns must be reported immediately in accordance with 
the policy.  

Health and Safety  

The School takes its obligations under the Health and Safety at Work Act seriously and the post holder 
will be required to comply with all aspects of the School’s Health and Safety Policies, particularly in relation 
to safe working practices. All staff must keep up to date with the requirements of these policies, which are 
regularly updated and posted on the Staff Intranet. 

What is set out above amounts to a statement of what may be regarded as minimum expectations,  not an 
exclusive summary and may be amended at the reasonable discretion of the Headmaster  and/or Bursar 
to meet the changing needs of the School.  

Safeguarding 

 

Edge Grove School is committed to safeguarding and promoting the welfare of children and requires all of 

its applicants for employment both to complete a Staff Application Form and to produce original 

documentation of certificates and degree qualifications. The School will undertake an enhanced DBS 

clearance check for the successful candidate. All staff members at the School are expected to fulfil their 

obligations and responsibilities in safeguarding, and in promoting the welfare of children. 
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The School reserves the right to review and change this job description according to its needs. 

 

Hours 

0745–1600, year-round, with reduced hours during school holidays, by agreement. 

Salary and Benefits  

Edge Grove offers its staff attractive salaries and pay progression compared to the wider education sector.  
We reward experience and responsibility and will discuss the salary for this position with candidates at 
interview. 
 
Other benefits include: 
 

❖ Access to a group personal pension scheme; 

❖ Life Assurance Cover; 

❖ Free School lunch and refreshments during term time whilst the kitchen is operating; 

❖ Parking on site in designated areas on the site at no cost, although all vehicles are parked at the 
 driver’s risk; 
❖ Access to an Employee Assistance Programme; 

❖ Cycle to Work Scheme. 
 
Terms and Conditions 
 
✓ All appointments are subject to an enhanced check with the Disclosure and Barring Service and at 
 least two references from past employers, including any School employment during your career. 
 Support staff appointments are subject to a probation period of six months and during this, notice 
 is eight weeks on both sides. 
 
✓ All staff comply with the School’s Child Protection and Safeguarding Policy.   
 
✓ All staff are expected to set an example to pupils and should dress appropriately at all times. 
 
✓ The School operates a no smoking and no vaping policy. 
 
✓ The School takes its obligations under the Health & Safety at Work Act seriously and the post 
 holder requires all staff to comply with all aspects of the School’s Health & Safety Policy, particularly 
 in relation to safe working practices.  
 
✓ All staff must keep up to date with the School’s current policies and posted on the staff shared 
 drives. 
 
✓ The School reserves the right, for operational reasons, to transfer you to alternative duties. For this 
 reason, it is a condition of employment that you are willing to do so, if requested, from time to time. 
 
Data Protection 
 
The School collects personal data during the recruitment process, which, it will add to the successful 
candidate’s employment record. The School will retain application information on unsuccessful candidates 
for six months after the completion of the recruitment process; after this, it will securely destroy it. For 
further information on how we use your information and who we may share it with, please refer to the Staff 
Data Protection Privacy Notice which is available on our website. 
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Recruitment and Selection 
 
Edge Grove School Trust Limited is committed to safeguarding and promoting the welfare of children and 

we expect all staff to share this commitment. All applicants must be willing to undergo child protection 

screening.  This post is exempt from the Rehabilitation of Offenders Act 1974. Pre-employment checks 

will be carried out, references sought and the successful candidates will be subject to an Enhanced DBS 

check and other relevant checks with statutory bodies.   

We comply with the Disclosure & Barring Service (DBS) code of practice and have a written policy on the 

recruitment of ex-offenders as part of our Recruitment, Selection and Disclosures Policy.  If you are 

shortlisted, you will be required to declare any relevant convictions, adult cautions or other matters which 

may affect your suitability to work with children. As a result of amendments to the Rehabilitation of 

Offenders Act 1974 (exceptions order 1975) in 2013 and 2020, some minor offences are now protected 

(filtered) and should not be disclosed to potential employers, and employers cannot take these offences 

into account. Guidance will be provided when you are invited to interview. 

The full policy on Recruitment, Selection and Disclosure is available on our website and should be read 
before making your application. 
 
Please complete an application form which can be found on the About Us / Job Vacancies page on our 
website www.edgegrove.com. Please email the completed form and accompanying letter addressed to  
the Bursar, at hr@edgegrove.com. Applications must arrive prior to the closing date and time.  CVs will 
not be accepted. 
 
Please refer to the ‘Notes for Applicants’ page in the application for employment and ensure that you are 
aware of your responsibilities relating to the declaration of criminal convictions and cautions for a position 
within the School. 
 
Please note that due to the volume of applications we receive, we are unable to provide individual feedback 
except to those candidates who are invited to interview. 
 
The School is committed to being an equal opportunities employer. To enable us to make any reasonable 
adjustments please let us know at application stage if you have any special requirements. 
 
To discuss the role in confidence, or ask any questions relating to the role, please contact the Bursar on 
hr@edgegrove.com. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.edgegrove.com/
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