
 

Job Description 
Job Title: Skill Centre Administration Support including Reception Services 

Responsible to: Head of Quality and Support Services  

Grade of Job: Administration 

Hours: 37.5 (Mon – Fri from 0845 to 1645) 

Salary: £19,500 per annum (can be Term-time only £14, 250 based on 38 
weeks per annum) 

Profile 
Are you ready to give countless young people the opportunity to further their venture into 
adulthood using your skills and techniques to guide our learners aged 14 – 19 to a brighter 
future?   
 
We are looking for an inspirational administrator and receptionist who is innovative in their 
approach to achieving the desired results for our learners, someone who can empower young 
people to see the importance of education as a foundation to a successful journey in life. 
 
Following the most recent visit from OFSTED in February 2020 (graded GOOD) Inspectors 
highlighted the success our provision as a provider who repairs young people’s views of 
education, changing them from disengaged to achievers.   
 
At Bridge Training we live by our motto: “Changing Education, Changing Lives”. We know that, 
due to a variety of personal barriers, mainstream schools and colleges can be a daunting for some 
young people to thrive in, so at Bridge Training we do things a little different. Since 1989 we’ve 
been creating an alternative educational path for young people in Gloucestershire, helping and 
supporting them achieve their next steps in life. We deliver a range of vocational qualifications 
alongside Maths and English in an intimate, flexible and learner centred environment.  We are 
committed to delivering quality learning opportunities to small classes, ensuring that Teachers can 
differentiate the learning on offer.  
 
As the receptionist, you are first point of contact for Bridge Training Ltd. You will welcome guests 
and greet people who visit the business. You will also coordinate front-desk activities, including 
distributing correspondence and redirecting phone calls and deal with emerging situations in a   
timely and effective manner. Multitasking and stress management skills are essential. 
 
You will be required to act in a confidential, correct, and safe manner and will always maintain a 
high level of security and privacy of your work.   
 

Please note. 
This post is considered as Regulated Work with vulnerable children and/or protected adults, 
therefore Bridge Training follow a Safer Recruitment Policy and process, and the post will require 
an enhanced DBS. 
 
If you have spent more than 3 months working or living outside the UK in the last 5 years, then 
you will be required to present a copy of an overseas criminal record check. Details of how to 
apply and contact details can be found on the GOV.UK website. 
 
We do not accept CV's and we do not accept CVs by post or email. All our vacancies must be 
applied by completing an application form via nicki.price@bridgetrainingltd.co.uk 
 

https://resources.workable.com/stress-management-interview-questions
mailto:nicki.price@bridgetrainingltd.co.uk


 
Bridge Training Ltd is an equal opportunities employer and positively encourages applications 
from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual 
orientation, gender reassignment, religion or belief, marital status, or pregnancy and maternity. 
 

 

 
Delivery of timely and professional reception services 
 

Answer, screen and forward incoming phone calls and provide accurate information in-person and 
via phone/email 

Report a school learner’s attendance status to the Archdeacon Centre (Head Office) by 0945 and 
1315 respectively 

Record and scan students travel tickets and reimburse students where necessary 

Answer student questions with regards to, for example timetables and all other general enquiries 

Maintain the Bridge Training Safeguarding & PREVENT policy by following safety procedures and 
controlling access via the reception desk when meeting and greeting visitors and students. 
Booking them in and out of the premises, identifying their needs and where necessary, informing 
the person with whom they wish to meet of their arrival and issue the relevant paperwork and 
identity badge. 

Photocopy and produce blank student documents e.g. induction and look-around paperwork 

To ensure that the daily staff and student signing in and out sheets are fully completed 

Update office 365 calendars and schedule meetings to maintain an accurate reception diary 
through the booking of look-arounds and/or other diary appointments 

Ensure that the reception area is clean, tidy and presentable at all times, with all necessary 
stationery and material (e.g. sign-in sheets, advertising materials) 

Cover the Archdeacon Centre Reception, when required 

 
Delivery of Administration Services 
 

Maintain and create on a weekly basis the staff, visitors, and student sign in sheets, and to check 
at the end of every week ensuring that they are accurate at all times to comply with Health and 
Safety Legislation 

To run an occupancy report and add missing destination data for those students at the Skills 
Centre that have left and enter this onto the MIS 

To enter attendance marks and to ensure that the attendance registers are fully marked at the 
end of each week and to run a report at the end of each week to sign off as an accurate and 
consistent record of attendance for the Skills Centre 

To contact all absent students daily in line with the Bridge Training Attendance policy and record 
on the MIS system reasons and explanations and email the teacher and welfare lead of the 
reasons and update the registers as necessary 

To audit and ensure that all registers for the Skills Centre are completed, and no missing marks 
or unexplained absences remain and that the registers are consistently and accurately marked 

To support the Student Welfare Officer and the Skills Centre Teaching team by providing an 
administration service to meet Bridge Training’s aim and objectives in contributing to raising 
achievement by improving attendance, punctuality, reducing levels of unauthorised absence and 
addressing persistent absence 

To input the Welfare logs for the Skills Centre into the MIS 

To maintain and keep up to date the Work Equipment Registers for each training area (vocational 
and classrooms) and to arrange maintenance as scheduled 

Check the first Aid Kits on a weekly basis and replenish stock as needed 



 
To collate monthly & bi-monthly reports for the Managing Director to aid in the marketing in 
provision, these reports are to include (list not exhaustive); where the students heard about Bridge, 
students’ previous educational organisations eg previously from a PRU/APU, Special Schools and 
specific secondary schools, the number of early leavers by Vocational area and at what stage 
they left eg week 3, week 6 etc 

To maintain COSHH records for each Skills Centre vocational area and ensure that each product 
has a data sheet, if a data sheet is missing to inform the H & S manager 

To enter data and to ensure that the data entry into the MIS system is correct and accurate at all 
times for the submission of the contractual claim 

To be responsible for up to date and relevant knowledge on all notice boards within the Skills 
Centre 

Phone and arrange visits for the repair and maintenance of photocopiers and water dispensers. 

Create and maintain a stationery stock system, manage stock controls and order when 
appropriate, complete the monthly spreadsheet to ensure that the monthly budget is not overspent 

Maintain clear and accurate paperwork and MIS records in relation to the delivery of administration 
services, the ESFA and other contracts for the purposes of audit 

To be always responsible for the Petty Cash tin and ensure that petty cash is reconciled at the 
start and end of each day 

Assist SMT in the collation and production of monthly attendance reports ensuring that all 
information is correct through regular audit 

To become the Pro-Solution & Pro-Monitor champion for the Skills Centre 

To support the teaching and support staff in administration duties 

 
General 
 

Promote to learners and staff a safe and harmonious working environment in line with Health and 
Safety requirements, Safeguarding, Data Protection and the Equality Policy and ensure high 
levels of housekeeping  

To maintain up-to-date paperwork and comply with contractual and audit requirements and to 
ensure that all contractual paperwork is completed, and all other administrative duties comply with 
external and internal quality requirements 

To attend, plan, assist and promote Bridge Training at career events, open days and taster days 
and be actively involved in marketing the company 

Participate in the Bridge Training parents evening and careers event (termly) 

To partake actively in lifelong learning and constantly seek to perform more effectively through 
widening knowledge 

To assist the teaching staff and/or other Bridge Training staff in student behaviour management 
and to standardise the approach to learner behaviour management 

To work in accordance with company procedures and good practice 

To comply with the company’s Equal Opportunities Policy, Code of Conduct, Health and Safety, 
Safeguarding other relevant policy, procedures and legislation 

To comply with and or ensure compliance with Company Data Protection Policies and other 
relevant legislation 
 

The post holder will also undertake such other duties as may reasonably be required at the initial 
agreed place of work and other locations. In time the job may change and in consultation with the 
post holder, the job description will be revised and issued as necessary. The appraisal process in 
place in the company will be the mechanism for instigating discussions and subsequent 
amendments to this document. 

 
 



 
 

 
 
 

PERSON SPECIFICATION 
1. 1.Qualifications Essential Desirable 

Educated to a minimum of level 2 – a professional qualification relevant 
to the post would be an advantage eg administration, customer service  

Yes  

Willingness and ability to undertake further professional development 
in line with contractual, business needs and national developments 

Yes  

The ability to write to a good standard of literacy  Yes  

2.Experience   

At least one years related experience of work within an educational 
setting and administration/reception setting 

 Yes 

Being able to work as part of a team, as well as on your own initiative Yes  

Confident in all Microsoft packages with a knowledge of or a 
willingness to learn the MIS system 

 Yes 

Experience of addressing individual student needs Yes  

3. Skills and Abilities   

Demonstrate a knowledge of issues linked to confidentiality Yes  

Multitasking and time-management skills, with the ability to prioritise 
tasks 

Yes  

Flexible Yes  

4. Qualities   

To enjoy working with young people Yes  

Ability to carry out administration effectively and maintain accurate and 
up-to-date records whilst being able to prioritise and organise own 
workload 

Yes  

Ability to work, influence and motivate at all levels of the organisation  Yes  

Excellent interpersonal skills with the ability to communicate effectively 
(both orally and in writing) especially with students, staff, 
parents/carers and other external professionals 

Yes  

The ability to listen effectively Yes  

Ability to meet tight deadlines and plan and manage own time 
effectively 

Yes  

Demonstrate an ability to cope with stressful/conflict situations Yes  

The ability to evaluate, reflect and continue to improve  Yes  

To be dedicated to the success of the students, Bridge Training and 
themselves 

Yes  

A flexible and responsive attitude to the likely changing demands of 
the post 

Yes  

Professional attitude and appearance with the willingness and ability 
to provide a professional service 

Yes  


