
 

 

 

Centre Reception and Administrative Officer 

Job Specification 
 

The post-holder will ensure continuity is maintained between staff, students, 
Governors, parents, carers, professionals, volunteers and visitors and all 
stakeholders.  
 
The Centre Administrative Officer will actively embrace the College’s core principles 

to ensure an inclusive and positive environment for our students with learning 

difficulties and disabilities. 

General Purpose of Job: 

To provide administrative support to the centre including dealing with student 
reviews. 
To co-ordinate safe and secure entrance and exits of all students, staff and visitors, 
ensuring that ID’s are checked and that students exit with the correct escort/driver. 
 

Reporting Relationship: 

Head of Learning Centre. 

Functional links: 

The Centre Administrative Officer will liaise with College staff, students, Governors, 

parents, carers, professionals, volunteers and visitors to maintain the high standards 

of the College. 

The post holder’s working hours will be 8.30 – 16.15 Mon – Thurs; 8.30 – 16.00 Fri.  

Duties and responsibilities  

 

1. Administration and liaison with other departments e.g. Facilities; MIS etc., 

ensuring information is made available as appropriate, on behalf of the Head 

of Learning Centre (HOLC). 

2. Greet all students, staff and visitors in a polite, friendly, professional manner. 
3. Co-ordinate safe entrance and exits of all students, staff and visitors, at all 

entrance doors ensuring they are signed in and out and that no unauthorized 
person gains access. 



4. Follow safeguarding procedures on reception, including check ID’s of taxi 
drivers/escorts, deal with people in a professional and assertive manner in 
order to further check identification if required. 

5. Coordination of reviews (attending and minuting reviews) 
6. Interact with students with learning difficulties/disabilities sensitively and 

flexibly. 
7. To maintain information in a confidential manner. 
8. Management of petty cash including ensuring cash is safely maintained, 

reconciled and recorded appropriately on the relevant system.  

9. Collate and oversee use of Oyster cards within the centre. Liaise with HOLC 

where there are discrepancies suspected. 

10. Use and input Student information onto the College MIS. 

11. To monitor general stock levels and stationery. 

12. Day-to-day liaison with facilities to organise the drivers and other similar 

duties to ensure the smooth running of the centre for our students (minibus, 

kitchen, taxi bookings, summer house). 

13. To have an overview and manage visitors and book meeting spaces where 

relevant. 

14. Gathering and relaying information between students, carers, parents, care 

managers and transport providers to organise and resolve transport issues. 

15. Responsible for the day-to-day operation of safeguarding processes for  

internal and external visitors, including induction to the Centre facilities and 

processes, along with the Centre Receptionist. 

16. Compliance with College policies e.g. Equality and diversity, health and safety 

and safeguarding. 

17. To follow an outlined evacuation policy and maintain safety of staff and 

students under the guidance of fire and safety training. 

18. To maintain up-to-date records and information on the College central 

database to ensure smooth communication between departments. 

19. To maintain a streamlined presentation of the building in collaboration with 

facilities and reception staff in keeping with the College ethos. 

20. To ensure all daily post from staff is sent and received internally and 

externally within appropriate timeframes. 

21. To answer phone calls, keeping within a three-ring policy and ensuring 

customer service is kept to a high standard. 

22. Undertaking such other duties of a similar nature as required by the Head of 

Learning Centre. 

23. To attend any mandatory training as requested 

 

 

 

 

 

 

 



Centre Reception and Administrative Officer 

Person Specification 
 

The person specification shows the abilities and skills you will need to carry out the 
duties in the job description. Short listing is carried out on the basis of how well you 
meet the requirements of the person specification. You should mention any 
experience you have had which shows how you could meet these requirements 
when you fill in your application form.   
 
If you are selected for interview you may be asked to undertake practical tests to 
cover the skills and abilities shown below. 
 
 
Qualifications/Experience 
 

1. Experience of working within a team. 

2. Experience of using Microsoft Windows applications/Other 

Information systems 

3. Proven experience of customer service skills. 

4. Proven experience of working under pressure. 

5. Experience of working in a College environment 

6. Experience of dealing with cash                                                           

Priority 
 

1 
 
 
 

1 
 

1 
 

             1 
 

2 
 

2 
 
 
Ability, skills and knowledge 
 

 

7. Able to take accurate, clear and concise minutes of meetings. 
 

8. Able to communicate appropriately and effectively with students 
who have significant communication difficulties, using the 
complete range of media, spoken, sign, written, gestural and 
intuitive, and willingness to work with students who may 
communicate through challenging behaviour. 
 

9. Able to demonstrate a commitment to the safeguarding of children 
and vulnerable adults. 
 

1 
 
 

1 
 
 
 
 
 

1 

10. Able to communicate appropriately and effectively with 
colleagues, suppliers and other external agencies. 
 

2 

11. Able to demonstrate high level skills in customer service, and a 
sensitive approach in dealing with a wide variety of people. 
 

2 
 
 



12. Able to maintain accurate, legible and up to date records. 
 

13. Able to oversee the security of petty cash and undertake routine 
numeric tasks such as petty cash reconciliation 

 

2 
 

             1 
 

14. Able to carry out administrative arrangements for repairs and 
maintenance of office equipment and premises management. 
 

2 
 
 

15. Able to operate a range of office equipment such as photocopiers, 
laminators etc. 
 

2 
 

16.  Able to work within a team and independently 1 
 

17. Able to prioritise and organise own workload 1 
 

18. Able to demonstrate high levels of accuracy and attention to 
detail. 
 

1 
 

19. Able to work on own initiative, sometimes working under pressure 
and to tight timescales. 

1 

 
20. Able to adhere to the College’s Equality and Diversity, 

Safeguarding of Children and Vulnerable Adults, and Health and 
Safety Policies. 

 
1 

 
 

 

 


