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Primary Office Receptionist 
....................................................
About the role
Location: Enfield – easily accessible from central, north, and east London, as well as surrounding areas.
Salary: Support Band 3 (Outer London) ranging from point 2-5 £28,218-29,432, pro rate (£26,969.64-£28,129.93) term time only. depending on experience.
Working pattern: Full Time 08.00-17.00 (40 hours per week) a Job Share will be considered for the right candidates (8.00-12.30 Monday to Friday) (12.30 – 17.00 Monday to Friday) 
Plus 72 hours during the school holidays and 1 week of this would need to be in the last week of August.

Contract: Permanent

Start date: September 2026
	
Closing date: Friday 12th June 2026

We will be reviewing applications on an on-going basis, and this advert may close earlier than 
advertised depending on the level of response.







Description of the post:
We are seeking to recruit a committed and professional Primary Receptionist to join our team. Based at the front desk, you will be the first point of contact for parents, pupils and visitors, delivering a welcoming and efficient service.

The role includes providing administrative support across the school, coordinating extra-curricular clubs, and supporting pupils where needed, including first aid and supervision during key times such as lunchtime.
You will uphold the academy’s ethos, demonstrate strong communication skills, and deliver excellent customer service. This is a fast-paced role suited to a confident, organised and adaptable individual.

Key Responsibilities
....................................................




Front of house/First point of contact
· Act as the main point of contact for pupils, parents, staff, visitors and external agencies, ensuring a professional and welcoming experience at all times.
· Greet all visitors in a warm, courteous and professional manner, ensuring compliance with safeguarding and sign-in procedures.
· Manage incoming telephone calls efficiently, directing queries appropriately and taking clear, accurate messages where required.
· Respond promptly and professionally to enquiries received in person, via telephone and email.

First Aid & Medical Administration
· Serve as a designated First Aider, providing appropriate care and support to pupils and staff.
· Maintain accurate and up to date first aid records, ensuring all incidents are logged in line with school policy and procedures.
· Communicate effectively with parents/carers regarding pupil injuries or illnesses, adhering to reporting protocols.

Receptionist & Administrative Duties 
· Manage incoming posts and distribute it promptly to relevant staff members.
· Verify agency staff DBS checks in line with safeguarding and school policies.
· Provide general administrative support, including photocopying, filing and document preparation.
· Support school communications, including drafting and distributing emails, letters and parent updates.
· Ensure the reception area remains welcoming, organised and compliant with safeguarding expectations at all times.

Extra – Curricular Clubs Coordinaton 
· Coordinate the termly extra-curricular clubs programme, including scheduling and communication with parents.
· Compile and maintain accurate club registers and attendance records.
· Communicate club allocations and updates clearly to parents/carers.
· Monitor and track club payments, ensuring accurate and up-to-date records are maintained.

Other
· Undertake and, when required, deliver or be part of the appraisal system and relevant training and professional development.
· Undertake other various responsibilities as directed by the Line Manager

This job description is not an exhaustive list, and you will be expected to conduct any other reasonable tasks as directed by your line manager. 
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The person specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. It is expected that the successful applicant will have and can demonstrate:

Qualification Criteria 
· Qualified to work in the UK.
· GCSE qualifications, desirable 
· Qualified to degree level, desirable but not essential

Knowledge, Skills, and Experience
· Experience of running effective administrative systems, preferably in a school environment 
· Experience of data entry into databases and other IT systems 
· Excellent communication, writing and editing skills 
· Excellent organization and time-management skills 
· High level of proficiency with Microsoft Office
· Able to build relationships with a range of stakeholders and anticipate others’ needs
· Able to manage several projects at once, prioritising accordingly to meet all deadlines  
· Able to take ownership of tasks and work with minimal supervision 
· Professional outlook, detailed orientated and able to multitask and meet deadlines
· A team player that can work collaboratively as well as using own initiative.
· Calm and professional under pressure
· Understanding of the importance of confidentiality and discretion
· Flexible attitude towards work and demonstrates sound judgement
· A robust awareness of keeping children safe, noticing safeguarding and welfare concerns, and you understand how and when to take appropriate action. 
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For an informal telephone conversation about the role, contact the Principal on 020 8443 3113 or email: recruitment@arkjohnkeatsacademy.org


Applications are reviewed and shortlisted on a rolling basis, and we reserve the right to interview, appoint and close adverts early due to the volume of applications we receive.

We therefore encourage you to apply at the earliest opportunity to avoid disappointment as once we have closed a vacancy you will be able to submit your application form

For further information or to arrange a discussion, contact us at recruitment@arkjohnkeatsacademy.org


Ark is committed to safeguarding and promoting the welfare of children and young people in its
academies. To meet this responsibility, its academies follow a rigorous selection process to discourage 
and screen out unsuitable applicants.

Ark requires all employees to undertake an enhanced DBS check. You are required, before 
appointment, to disclose any unspent conviction, cautions, reprimands, or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link. 
image3.png




image4.png




image5.jpeg




image6.jpeg




image7.jpg




image8.jpeg




image9.jpeg




image10.jpeg




image1.png




image2.png




