
Job Summary

Hayes, Middlesex

£13,631 - £13,878

Term Time

1 Required

Permanent

5.25 hours per day

Not applicable

Not Suitable for ECTs

Job Share Not Available

BELMORE PRIMARY ACADEMY

RECEPTIONIST JOB REFERENCE: CJ2439
Advert Posted On: 24/06/2022

Post Start Date: Sept 2022
Closing date: 07/07/2022
Closing time: 9:00 AM

Receptionist (Part-time)

Salary information: APT&C Scale 3; £13,631 - £13,878 per annum
Work pattern: 11.00am to 4.15pm, 5.25 hours, 5 days per week Term Time plus INSET days only

We are looking to appoint a part-time Receptionist to join our Admin Team in September. As well as running Reception
you will be expected to carry out general admin duties in support of the school and key staff.  

The specific focus for this post is for a:
Receptionist (11.00 am to 4.15pm) which will have tasks related to supporting with admissions and the
monitoring of pupil attendance under the Admissions and Attendance Officer

This is a key role, being the first point of contact for visitors and parents and the additional tasks are essential to the
smooth running of the school

All admin staff need to have:
Good literacy and numeracy skills;
Communication and interpersonal skills and effective customer service skills;
Dedication, energy and a commitment to working hard;
The ability and desire to work as part of a team;
First aid training is desirable but not essential (or willingness to undertake training).

We can offer: 
Children who are keen to learn and appreciate a high quality of learning;
The support of highly motivated and supportive colleagues who are fun to work with;
A positive environment in which to work and learn.

This is an exciting time to join the school as we grow and develop and move towards Outstanding.  Belmore offers a
positive environment to work in and you will become part of a highly motivated and supportive staff team.

To fully appreciate what the school is really like you need to see us in action!  Please feel free to contact Mrs Charan
Nagah, PA to the Head of School, at gnagah@belmore.school to arrange a visit or call the school on 01895 462364.

To learn more about the school, please visit our website www.belmore.school

We positively encourage early applicants and the school reserves the right to shortlist and interview prior to the closing
date.

Previous applicants in last 6 months need not to apply

CLOSING DATE: Thursday 7 July 2022 – 9.00 AM
INTERVIEWS: Week beginning 11 July 2022

Additional Information

CVs will not be accepted

Safeguarding Statement

Belmore Primary Academy is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced DBS
check, satisfactory references and other pre-employment checks.
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