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Appointment Information

Receptionist Maternity Cover 



Dear prospective applicant, 

In the top 12% of schools nationally, Crown Hills Community College blends a 70-year history of inclusive 
education with an innovative, forward-looking approach to providing a state education like no other to 
1,500 students from inner city backgrounds.
The School now seeks to appoint an exceptional individual to work at eh front of school as one of our main 
receptionists alongside the Office Manager, Pastoral data person, another receptionist and our First Aider. 
This is temporary maternity cover.
At present, PE and School Sport are separate faculties and do not crossover but after a recent internal 
review we are about to merge the two under one line management structure with an intention of improv-
ing our in-house PE provision as well as our outreach work with primary schools across the city.
This role will suit professionals with a high level of personal credibility and demonstrable experience in 
customer service. 
We welcome applications from those with an educational background across the private and public sector. 
How we lead is as important as the direction we are taking staff in. You need to have the emotional intelli-
gence to deal with sensitive matters with clarity as well as trusting those around you to deliver and, when 
needed. We have 200 staff, 1500 students, so your ability to work with different groups of people in a 
dynamic environment is paramount, and a key part of the role.

Our mission is simple, we want every student to be the best that they can be, thrive in the best possible 
career and contribute positively to society.

This position is pivotal in achieving our mission statement as it knits together all of the support services 
that allow teachers to teach and students to learn. It doesn’t come without its challenges though, as lead-
ing in a climate of ever increasing accountability and diminishing resources is extremely challenging but I 
truly believe that when leaders 
lead by staying true to their values, the impossible becomes possible.

You will see from our site that our three key values permeate all that we do and have allowed us to grow 
from strength to strength:

                               Aspiration  - Be the best you can be    

                             Commitment  - Do what it takes for as long as it takes   

                             Success   - Be ready to take on the world



Yours sincerely, 

 

  

   Mr F Adam
   (Principal)           

As Principal, it has always been my philosophy to grow and nurture new talent so that we create the 
next generation of leaders, it is something that I have done throughout my career, and this role will 
support the successful individual on their journey.

Deadline for applicants is 9am 11th January to jamey@crownhills.leicester.sch.uk -
Interviews dates TBC

All appointments will be subject to references and pre-employment checks.



JOB PURPOSE SUMMARY

To provide an effective, customer friendly reception, telephonist and administrative support service
for the school/college

MAIN DUTIES/KEY TASKS  

a.   To ensure that callers, parents and visitors to the school are dealt with in a courteous

      professional manner and directed to the appropriate member of staff.

b.    To maintain accurate records of absence, calls, messages, and orders, etc.

c.   To ensure that there are always adequate supplies of school consumables, e.g. stationary, toner, etc.

d.    To provide copying, binding, telephoning, and general clerical support for the school staff.

e.    To implement and promote Leicester City Council's and the School/College’s policies and

      procedures relating to all areas of employment and service delivery.

The tasks listed are, generally, only those taking at least 10% of the postholder's time.

a.    Provides reception and telephonist service for the school, dealing with visitors, taking messages,

      advising on school policy and procedures or directing them to appropriate member of staff where

      necessary.

b.   Copies, binds and puts together packs, leaflets, and posters, etc. on behalf of the staff.

c.    Processes requests for pupil absence, and records attendance in register.

d.    Escorts parents/visitors around the school and assists with form filling, etc.

e.    Provides secure filing and recording service.

f.    Processes and maintains records of supplies and equipment orders, checking deliveries and

     invoices received.

g.   Assists with other office functions such as school records updating, banking, dinner money balancing,

     operation of vending machines on site, etc., when necessary.

h.   Supervises children when ill, hurt or injured.

JOB DESCRIPTION

College:        Crown Hills Community College

Reports to:   Office Manager 

Term:            38 weeks 27.5 hours a week term time plus 3 teacher days 

Key areas of Responsibility:  Reception

11-16 Maintained

Grade: 2

Salary: £11,743.50 (Actual)

Job Title:      Receptionist Maternity Cover 

Additional:



a.    Provides reception and telephonist service for the school, dealing with visitors, taking messages,

b.   Copies, binds and puts together packs, leaflets, and posters, etc. on behalf of the staff.

c.    Processes requests for pupil absence, and records attendance in register.

d.    Escorts parents/visitors around the school and assists with form filling, etc.

e.    Provides secure filing and recording service.

f.    Processes and maintains records of supplies and equipment orders, checking deliveries and

g.   Assists with other office functions such as school records updating, banking, dinner money balancing,

Including any hazardous or environmentally adverse conditions Must satisfy relevant pre-employment 
checks.
This post will involve contact with vulnerable groups (children, young people and/or adults) and is 
therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Criminal 
Records Bureau (CRB) Disclosure check. This exemption means that applicants for this post arerequired 
to declare all criminal convictions, cautions, reprimands and bindovers both spent and unspent in their 
application, regardless of the passage of time. 
Willing to be trained in, and provide First Aid

PERSON SPECIFICATION

OTHER CONDITIONS

No. CATEGORIES
Essential/

Desirable

Application

Form

Interview /

Task

TRAINING & EDUCATION

Literacy and numeracy skills sufficient for the job tasks ✓E

EXPERIENCE

OTHER SKILLS

Experience of using word processing and/or
spreadsheet software, e.g. MS Word, Excel, etc.

Experience of, and ability to perform general office
duties, e.g. photocopying, filing, binding, telephone
operation, recording events and preparing simple

letters, reports, papers, etc.

✓E

✓E

Experience of dealing with the public on a
face-to-face basis.

Experience of working in an education environment. 

✓E

✓✓E

Assessed by: 

1.

2.

3.

4.

5.

Able to prioritise own workload and meet deadlines.

Interpersonal skills sufficient to communicate with
customers at all levels and to take and distribute

simple messages and instructions

Committed to high quality service standards

✓ ✓

✓

✓

✓

E

E

E

6.

7.

8.


