
 

Trent College Receptionist (Term time only) 

 

Term Time Hours: 0800 to 1330 Monday to Friday plus 12 Saturdays per academic year 08:00 to 

12:30. 

 

Your role will be to provide first class Reception and Administration support to the school dealing with 

enquiries from a variety of stakeholders from current parents, prospective parents, suppliers, partners 

and Old Tridents.  

You will be the first point of contact for all visitors and be a key part of the External Relations team 

incorporating Admissions, Marketing and Development. You will need to have an ear to the ground and 

be aware of everything that’s going in in the school to ensure you correctly advise and direct enquirers. 

The core of the role will be delivering excellent customer service both face to face and over the phone 

as the representative of Trent College. 

Role & Responsibilities 

 Answering the phone in a professional manner, assisting with queries, forwarding calls to 

members of staff throughout the school, message taking and managing all incoming calls 

 Meeting and greeting visitors: parents, prospective families and other school visitors ensuring a 

professional, warm, inviting welcome to the school 

 Taking the daily pupil registration for the school and ensuring absenteeism is accurately 

reported, data tracking & reporting daily 

 Provide appropriate administrative support in the preparation of School functions, including the 

production/distribution of tickets for concerts and plays, and production of badges for meetings. 

 Assisting with arrangements for both Staff and Pupil recruitment particularly on Interview days 

 Arranging couriers, post (outgoing and incoming), taxi’s, transport 

 Assisting with room booking and publication of the school calendar 

 Collating prospectus packs with all required information and sending out to enquirers 

 Keeping Visitor Lounge today and well stocked with promotional literature and refreshments 

 Photocopying, creating labels, sending mail shots, posting literature, stock control and other 

general administration as required 

 Administrative projects including database management, reporting and research work  

 

 Completing student leaver forms for Local Authority 

 

 Assisting accounts department with general administration 

 

Essential Skills: 

 Excellent customer service/administration skills with exceptional attention to detail. 

 Strong IT and database skills. 

 Previous track record in a customer facing role. 

 Time management skills and ability to manage tasks to completion. 



 Superb communication skills with an ability to speak confidently and to record messages and 

information accurately, 

 Strong sense of professional pride, tact and confidentiality,  

 Smart business appearance. 

 

 


