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K
ate Greenaway Nursery School and Children’s Centre
Recruitment to the position of Receptionist and Administrative Assistant 





Letter from the Headteacher

Welcome to Kate Greenaway Nursery School!

Dear Candidate,

Thank you for your interest in Receptionist and Admin Assistant role at our school. We are delighted to be recruiting an ambitious, enthusiastic, reliable and committed Receptionist and Admin Assistant to join our dedicated staff team.
This is a fantastic opportunity for someone who is passionate about supporting the delivery of the highest quality early years provision, so children get the best possible start in life. You will be ensuring the timely communication with parents and carers, offering clear and professional guidance on school procedures, safeguarding, and educational support to maintain strong relationships and confidence in the setting.
Kate Greenaway is a unique and inclusive nursery school, providing exceptional care and education to children aged 0 to 5. Our provision is built on a purposeful, structured learning environment, with a strong emphasis on high-quality continuous provision. We are proud of our experienced, well-established team of practitioners, all deeply committed to child-centred learning.
We offer a warm, supportive, and community-focused environment where children feel safe, nurtured, and inspired to learn. Our mission is to foster a love of learning, curiosity about the world, and the confidence children need to thrive in the next stage of their education. 
Our outdoor environment is an integral part of our curriculum. Purposefully designed gardens—recently enriched with a new climbing frame—support children’s exploration of the natural world and provide rich learning opportunities beyond the classroom. Our curriculum is thoughtfully crafted to inspire, challenge, and engage all children through meaningful experiences both indoors and outdoors.
To find out more about our school, our ethos and values, please visit our website: Kate Greenaway Nursery School - Home and take a look at our latest Ofsted report here: 50269010.

We warmly encourage you to visit us and experience our vibrant school community for yourself.

We look forward to hearing from you and wish you the very best of luck with your application.


Best wishes,
Diana-Head Teacher



Advert
Receptionist & Administrative Assistant
Contract: Permanent contract, a subject to a successful probation period.
Salary Grade Range: Scale 3 (£31,086 - £31,980 pro rata), All Year Round, 20-25 hours a week, negotiable 
Start date: as soon as possible
The Headteacher and Governors at Kate Greenaway Nursery School seek to appoint a warm, reliable and committed Receptionist & Administrative Assistant who is excited to be part of a maintained nursery school supporting our youngest learners.

Kate Greenaway is located at the heart of King’s Cross, a richly diverse area. We offer an all-year-round provision with government-funded and fee-paying places for children aged six months to 5 years. We are proud of our quality provision and persistently enrich it with effective, evidence-based and innovative practices to achieve the best outcomes for our children.  

As our Receptionist and Administrative Assistant, you will be central to the safe and effective running of a nursery school serving babies, toddlers and young children. You will:
· Act as the first point of contact for parents, carers, visitors and professionals
· Support the smooth daily running of the school office
· Work under the direction of the Headteacher, the School Office Manager and senior leadership team
· Follow local authority, safeguarding, and early years procedures at all times
· Understand that your role directly supports the Headteacher’s statutory responsibilities.
· Previous administrative experience is desirable, but commitment, reliability and attitude are essential.
We offer:  
· A structured role within a maintained nursery school, with clear systems, procedures and expectations
· Training and guidance to learn administrative and early‑years processes specific to a 6‑months‑to‑5‑years setting
· Ongoing support from the Headteacher and senior leaders, with clear direction and priorities
· The opportunity to develop confidence and skills in a professional early‑years environment
· A workplace that places safeguarding, confidentiality and professionalism at the centre of all practice

Visits are welcomed:
To arrange a visit please email kategreenaway.eyc@islington.gov.uk or call on 020 7527 4850.

To apply, please complete the application form online at: www.islington.gov.uk/jobs
Closing date: midnight, Monday 4 May 2026
Shortlisting: Wednesday 6 May 2026
Interviews:  Monday 11 May 2026 or Tuesday 12 May 2026

We look forward to receiving your application form. 



SAFEGUARDING AND EQUAL OPPORTUNITIES                                                                                                                                                                     
Kate Greenaway Nursery School complies fully with the DfE Guidance Keeping Children Safe in Education and is committed to safeguarding and promoting the welfare of children. The post holder is expected to share this commitment and comply with all associated internal policies and procedures






























JOB DESCRIPTION

POST TITLE: 				Receptionist & Administrative Assistant
GRADE:				Grade Scale 3 (£31,086-£31,980 pro rata), AYR
REPORTS TO: 				Headteacher & School Office Manager
WORKING HOURS: 			20-25 hours per week

PRIMARY JOB FUNCTION
· To assist in the management of an effective and efficient administrative service and to be the first point of contact for all visitors and callers to the school.
· To support and assist nursery education workers within the room to maintain a safe and secure environment for children.
· The post holder is required to be flexible in their approach to work, with a positive attitude and will be expected to cover for colleagues if necessary.
· Duties and responsibilities will include, but are not limited to, the following and may be altered at the request of the Headteacher.

Main Duties and Responsibilities:
1. To provide reception duties for the school by being a welcoming first point of contact for all visitors, responding to enquiries where possible or referring to the appropriate member of staff as required.
2. To monitor access to the site, ensuring visitors sign in and out and are given badges as appropriate, in accordance with safeguarding procedures.
3. To ensure rooms for visiting professionals and meetings are organised and appropriately resourced, providing refreshments when necessary.
4. To ensure all visitors are aware of safeguarding procedures and security and safety issues, including evacuation procedures.
5. To maintain a message book, electronic school calendar and organise appointments as necessary.
6. To maintain school notice boards and ensure public areas present a professional working environment at all times.
7. To assist with maintaining suitable stock levels and ensure supplies for the school are ordered, received and distributed.
8. To answer the telephone as required and deal with answer machine messages. To ensure accurate, timely messages are forwarded to staff in writing (or email).
9. To use photocopiers as necessary and distribute work produced.
10. To collate and dispatch papers for meetings in a timely fashion.
11. To assist in checking school emails daily, responding/forwarding as appropriate.
12. To assist with routine cash handing duties including trip money / school journey.
13. To assist with provision/distribution of letters and reports as required.
14. To provide general office duties including photocopying, filing, dealing with post, checking deliveries against delivery notes and re-distributing to the relevant persons and following up discrepancies.
15. To undertake word processing of documentation / letters reports, memos etc as requested, under the guidance of senior staff.
16. To carry out appropriate clerical duties to assist the admin team and other staff.
17. To assist in the preparation and submission of minor accident reports to Local Authority.
18. To provide admission information to parents and carers.
19. To use computer equipment to input and extract data as required.
20. Assist in maintaining the school’s MIS (Sims).
21. To archive pupil leavers’ files as instructed by the SBM/HT.
22. To add application forms to the agreed spreadsheet when received. 
23. To follow up pupil absences with calls to parents in the mornings and report back.
24. To text and email parents as instructed by the HT, SBM or the SLT.
25. To provide administrative support for extended school activities and clubs.

Other Duties:
26. To work as an integral part of the admin team, supporting and covering other members as required.
27. To use information technology systems as required, to carry out the duties of the post in the most efficient and effective manner.
28. To use and maintain the school’s database, inputting data, extracting information and producing reports, calendar schedules and newsletters as required.
29. To assist with the planning and organisation of special events across the school, including open days, school community events.
30. To ensure that all duties are performed in accordance with School Policy and Procedures and the Council’s Standing Orders and Financial Regulations.
31. To constructively take part in meetings/briefings, supervision, conferences and other events designed to improve communication and assist with the effective development of the post and the post holder.
32. To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant H&S Guidance and Legislation.
33. To promote the safeguarding of children.
34. To undertake training and professional development as appropriate.
35. To undertake other duties appropriate to the post that may reasonably be required.

Personal Responsibilities
· To monitor and manage your own workload and keep records in an agreed format.
· To achieve agreed targets and personal appraisal targets as agreed by the line manager.
· To be professional in dress and manner at all times.
· Ability to form and maintain appropriate relationships and personal boundaries    with children and young people.

Confidentiality
· The nature of the job requires a high degree of initiative, confidentiality, tact and discretion when giving or receiving information, which could be confidential.

Performance Standards
· To ensure that the school’ customer care standards are met and adhered to.
· To ensure that all duties are performed in accordance with the Council's financial regulations
· At all times to carry out the responsibilities of the post with due regard to the Equalities Act.

Fundamental to fulfilling the responsibilities of this post is the ability to respond flexibly, positively and successfully to the ever-changing pressures which schools face. This job Description is a guide to the level and range of responsibilities, which the postholder will initially be expected to undertake. It’s neither exhaustive nor inclusive and will be changed from time to time, so as to meet the changing circumstances and demands. It will not form part of the post-holder’s contract of employment.
















 


PERSON SPECIFICATION
POST TITLE: Receptionist & Administrative Assistant
GRADE:	Scale 3, AYR 
The person specification is a picture of skills, knowledge and experience required to carry out the job. It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.
You should demonstrate on your application form how you meet each of the following essential criteria. Please ensure that your address each one of the criteria as this will be used to assess your suitability for the post.
	REQUIREMENTS
	
	ESSENTIAL CRITERIA

	EDUCATION AND EXPERIENCE
	E1
	Proven receptionist/clerical/administrative experience.

	
	E2
	GCSE in English and maths or equivalent.

	
	E3
	Excellent written and oral communication skills and ability to deal sensitively with members of the public, by telephone and in person.

	KNOWLEDGE, SKILLS AND ABILITY
	E4
	Ability to work accurately and under pressure and meet tight deadlines.

	
	E5
	Experience of using and developing manual and computerised filing systems.

	
	E6
	Ability to present information (data and text) to a good standard in a variety of formats.

	
	E7
	Good working knowledge of Microsoft Office including Word and Excel.

	
	E8
	Experience of administration including dealing with correspondence and photocopying.

	
	E9
	The ability to work within set procedures and to maintain confidentiality.

	
	E10
	Good numerical skills to record routine statistical information.

	
	E11
	Good literacy skills.

	
	E12
	Ability to work effectively as part of a team but also under own initiative.

	
	E13
	Flexibility to work a changing shift pattern as needed according to the needs of the school.

	
	E14
	Ability to quickly learn established procedures to ensure the smooth running of the office including attendance recording, texting / e-mailing and operating on-line diary systems.

	
	E15
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

	QUALITIES
	E16
	Well-organised with ability to multitask.

	
	E17
	Approachable and reliable.

	
	E18
	Enthusiastic.

	
	E19
	Self-motivated.

	
	E20
	Flexible.

	
	E21
	Committed to safeguarding of children.

	
	E21
	Able to always maintain confidentiality.

	
	E22
	Willingness to continue learning and developing within the role.

	COMMITMENT TO EQUAL OPPORTUNITIES
	E23
	Ability to adhere to the Council’s Dignity for All policy.



SPECIAL REQUIREMENTS OF THE POST
This post requires an enhanced level of DBS Disclosure.
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