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John Ruskin Primary School and Language Classes

John Ruskin Street | Camberwell | London | SE5 0PQ

Tel: 0207 7035800 | E: office@johnruskin.southwark.sch.uk 
W: www.johnruskin.southwark.sch.uk
Headteacher: Miss C Tayton
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VACANCY – Receptionist
	Hours per week
	12.5

	Working pattern per week
	Mon-Fri 8-9.30am & 4-5pm

	Salary (Full Time Equivalent / Pro Rata)
	£8,666.42 (pro rata, FTE £28,881)

	Contract Type (Permanent / Temporary / Fixed Term / Casual)
	Part Time Permanent, Term Time Only

	Start Date
	ASAP

	Closing Date of advert
	24/03/25 5pm


We are seeking to recruit an experienced, dedicated and highly motivated Receptionist.  Responsibilities will include providing reception and switchboard support to the school and providing office support to the school’s administrative function.  This role will work closely with the School Business Manager and the Administration Officer and Assistant

The successful candidate will have:

1. Providing reception and switchboard support to the school, including: 

Receiving, signing in and dealing with or directing pupils, parents and other school visitors as appropriate 

Operating the school’s main switchboard, transferring calls, or taking and delivering messages as appropriate. 

2. Providing clerical support to the school’s administrative function, including: 

Ensuring that attendance registers are collated each morning and afternoon, for use by teaching staff 

Receiving and sorting incoming mail for delivery to appropriate staff 

Recording, stamping/franking and posting outgoing mail 

Occasional routine word processing, as and when required. 

This school is committed to recruiting with care and safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. A DBS Check at the appropriate level will be required prior to any offer of employment and this post is exempt from the Rehabilitation of Offenders Act 1974.
We are committed to creating a diverse and inclusive environment where everyone is valued and respected. We welcome applications from individuals of all backgrounds, regardless of age, disability, gender, gender identity, marital status, race, religion, sexual orientation, or any other characteristic protected by law.
We believe that a diverse workforce enhances our ability to provide an inclusive and enriching education for our students. We are dedicated to ensuring our recruitment process is fair, transparent, and free from discrimination.
If you require any adjustments during the application process, please let us know, and we will be happy to support you.
[image: image2.png]y
B confident
EMPLOYER.




An Ofsted Outstanding school 

across all Key Stages Nursery to Year 6 

2009-2019
Under data protection law, individuals have a right to be informed about how the school uses any personal data that we hold about them. We comply with this right by providing ‘privacy notices’ to individuals where we are processing their personal data.  Our privacy notices are available on our website www.johnruskin.southwark.sch.uk or via the school office.
Under data protection law, individuals have a right to be informed about how the school uses any personal data that we hold about them. We comply with this right by providing ‘privacy notices’ to individuals where we are processing their personal data.  Our privacy notices are available on our website www.johnruskin.southwark.sch.uk or via the school office.
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