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School Business Support Level 1 – Receptionist 

Permanent Contract, Start Date: ASAP 
15 hours per week, 39 weeks per year (inc INSET days), Mon-Fri: 12:45-15:45 

Salary Grade C: £25,183 per annum FTE 
Actual Salary: £8,859.38 approx. per annum 

 
Due to an internal promotion, we are seeking to appoint an enthusiastic Business Support Receptionist to join our 
friendly and supportive team.  Experience of working in a school with some knowledge of reception and 
administration is desirable, however, training will be given.  
 
The role includes being the first point of contact for visitors and for telephone/email enquiries and general office 
duties. This is a permanent role, subject to a satisfactory probationary period. 
  
The role is varied and skills required include:  
• Being passionate about giving high level customer service to our children, parents and whole school community 

• Being the first point of contact for visitors and for telephone/email enquiries 

• Checking school meal orders 

• Completing forms and general office duties 

• The ability to multi-task and remain calm under pressure 

• Being flexible, adaptable and a team player with a sense of humour  

For full details of the role, please see the attached role profile and person specification. 
 
Benefits include: 

• One wellbeing day per academic year 

• Subsidised afterschool club care may be available for Summerfield School pupils during work hours 

If you would like to be part of our team, please download an application pack at our website: 
www.summerfieldschool.org/summerfield/about-us/vacancies or e-mail: recruitment@summerfieldschool.org to 
request a pack. Please note that the school will be closed for the Christmas holiday period from 20th December 
until 6th January 2025. 

I look forward to hearing from you. 

Ian Fraser-Kirkup 

Executive Headteacher 

Application closing date:  9am, 8th January 2025 

We reserve the right to close the application process at any stage if we 
receive sufficient applications 

Interviews:   Friday 10th January 2025 
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December 2024  

 

Dear Applicant,  

 

Thank you very much for your interest in our school. Please find enclosed the job details and application form for the 

post of School Business Support Level 1 – Receptionist from January 2025.  

 

The deadline to receive your application is by 9am on Wednesday 8th January 2025 to 

recruitment@summerfieldschool.org. We will contact you very soon after the deadline if you are required to attend 

for an interview, which will be held on Friday 10th January 2025.  

 

Please read the enclosed information and do feel free to contact us either by telephone or e-mail if you need any 
further information or if you would like to visit beforehand.  Please note that the school will be closed for the 
Christmas holiday period from 20th December until 6th January 2025. 

 

Should you be called for interview, it will be necessary for you to bring confirmation of any qualifications and three 

forms of proof of identification. Details of acceptable forms of proof of identification can be found at: ID checking 

guidelines for standard/enhanced DBS check applications from 1 July 2021 - GOV.UK (www.gov.uk). 

 

Once again, if you require any further details regarding the post or would like to arrange to visit our school, please 

do not hesitate to contact us at the above email address.  

 

I look forward to receiving your application.  

 

Yours faithfully, 
 

 
 
Ian Fraser-Kirkup                                                         
Executive Headteacher  
Summerfield School                            
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