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October 2026 
 
 
 
 
Dear Applicant, 
 
Student Reception Administrator  
  
Thank you for expressing an interest in the position of Student Reception Administrator at 
The Weald School. We are seeking a flexible and capable individual, who enjoys 
interacting with young people, to join our highly efficient Student Reception team as soon 
as possible.  
 
An application form should be completed, and when completing the Skills & Competencies 
section of the form, please outline how your experiences, skills and abilities equip you for 
the role. A CV may be sent in addition to, but not instead of, your application form. 
 
The closing date for receipt of applications is 10am on Monday 9 November 2026. 
Interviews will be held shortly after this date. 
 
Please note that due to limited resources at the school, we will only contact you if you 
have been shortlisted for interview.  
 
You should email your completed application form to jobs@theweald.org.uk. Should you 
have any specific questions relating to this post, please contact our HR department on 
01403 787200 or via email on jobs@theweald.org.uk. 
  
Yours sincerely, 
 

 
  
Mrs Sarah Edwards 
Headteacher  
 
 
 
 
 

mailto:jobs@theweald.org.uk
mailto:jobs@theweald.org.uk
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JOB DESCRIPTION 

Student Reception Administrator 
 

The Weald School is committed to creating a diverse workforce.  We will consider all 
qualified applicants for employment without regard to sex, race, religion, belief, sexual 
orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil 
partnership. 

Job details  
Salary: NJC Grade 5 (Points 7-8) £27,274 - £27,709 FTE, actual salary £21,420 - £21,762 

Hours: 34.5 hours a week term time only: 

Mon - Thurs 08:15-15:45, Fri 08:15-15:15. Term time only    

Job shares will be considered 

Contract type: Permanent 

Reporting to: Business Manager 

 
Main Purpose 
To provide a full and effective service covering a range of pupil-focused services including: 
 

● Attendance administration and reporting 
● Managing the daily truancy call system 
● Supporting Pupil Reception 
● To provide First Aid and medical to students 
● To coordinate the Weald Card scheme 

 
 

Duties and Responsibilities 
 
Attendance 

● Record absences on the Bromcom system using the absence phone line and email 
message systems 

● Ensure that student registers are kept up to date; inputting the information from the 
“Out of Lessons” document daily 

● Input morning Late book and Signing out book data into Bromcom 
● Deal with incoming phone calls and emails related to attendance 
● Operate the Truancy Call system 
● Take the CLA weekly attendance calls from various Local Authorities 
● Produce the daily Fire /Evacuation Register 
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Student Reception 
● Support Student Reception on a daily basis 
● Manage lost property & confiscated student items  
● Coordinate the School “student runner” system 

 
First Aid and medical 

● Provide first line First Aid support to pupils including liaison with Tutors and 
contacting Parents/Guardians when required 

● Managing the medical room including recording all medical incidents with students 
in Bromcom 

● Manage and administration of medicines in accordance with county guidance and 
School policy 

● Administration relating to pupil health care plans 
● Obtaining medical information on entry; updating and maintaining medical records 
● Upkeep of pupil accident log; collation of accident reports 
● Co-ordinate School Nurse visits/vaccinations and general liaison with NHS 

immunisation team 
● Cross School responsibility for obtaining medical supplies and ensuring all first aid 

boxes across the school are kept up to date including sanitary products 
 

Other areas of responsibility  
● Coordinate student photo day in autumn term annually  
● Keep stocks of tights, spare uniforms and shoes in case of need by students  
● Liaise with WSCC Transport in respect to student transport issues - supporting the 

Business Manager & Duty Team 
● Ensure student transport information is updated in Bromcom including route bus 

information for individual students 
● Provide data to support the end of term student awards (attendance and behaviour 

points) 
● To undertake any other duties appropriate to the grade and character of work as 

may reasonably be required 
 
 
 
 
 

 

 

 
Student Reception Administrator: Person Specification 
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Sections Competencies Essential Desirable 

 
Personal 
Qualities 

● Enjoy being with young people ✔  
● Highly motivated   ✔  
● Well organised, accurate and thorough ✔  
● Able to show good judgement and respect confidentiality ✔  
● Able to command respect from colleagues ✔  

● A broad knowledge and common-sense approach ✔  

● A positive, flexible and proactive team player ✔  

Qualificatio
ns and 
Training 

● A good general standard of education ✔  
● 5 GCSEs at Grade C/Level 4 (or equivalent)  ✔ 
● Educated to A level or beyond  ✔ 

 
Experience 

● Sound administration experience ✔  
● Medical/first aid experience  ✔ 
● Experience of working with young people  ✔ 
● Experience of working in an education setting  ✔ 

Skills and 
Knowledge 

● A good communicator ✔  
● Able to deal effectively with pupils, parents, staff and external 

agencies  ✔ 
 

● Competent in the use of a wide range of ICT packages including 
all Google products ✔ 

 

● Competent in use of Bromcom  ✔ 
● Intermediate or Advanced use of ICT packages and databases   ✔ 
● Reception experience  ✔ 
● First Aid training  ✔ 
● Managing medicines training  ✔ 

 
Safeguarding Statement 

This school and West Sussex County Council are committed to safeguarding and promoting the 
welfare of children and young people and expect all staff and volunteers to share this 

commitment. We will ensure that all our recruitment and selection practices reflect this 
commitment. All successful candidates will be subject to an appropriate Disclosure and Barring 
Service check along with other relevant employment checks, including satisfactory references. 

 

We are committed to diversity and inclusion, offering a supportive and welcoming environment for 
all. 
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About The Weald School 
The Weald School is an 11-18 mixed comprehensive with around 1,800 students.  This 
includes a thriving Sixth Form of about 300 students.  Our 
students are at the heart of all that we do.  The Weald is a warm, 
friendly and vibrant school at the centre of the community with 
a wonderful family feel, where each student is known and cared 
for.  Students are well behaved, have a very positive attitude and 
enjoy coming to school.  There are excellent relationships 
between staff and students.  We believe that all our students 
have the potential for excellence.  We work towards this by 
having high expectations of students and staff, by continually 
raising aspirations and by promoting our students’ self-belief 
alongside strong moral values.  

Academic outcomes at The Weald 
are consistently high.  In the 
summer of 2026, our Year 13 
students achieved results which put us, yet again, in the top 
25% of all schools and colleges nationally. 95% of our students 
applying to university secured their first choices.   
 
Our Year 11 students also attained excellent results: our most 
recent Progress 8 measure (from 2024*) is +0.43, meaning 
that our students typically make, on average, almost half of 
a grade more progress in each GCSE than students in the rest 
of the UK.  Outcomes this year were similarly strong: 80% of 
students attained a grade 4 in English and 75% did so in 
mathematics. 
 
These results follow an upward trend of improving results 
over time and underpins our ethos of striving for academic 
success alongside character education.  

* There are no Progress 8 measures for 2025 or 2026 due to students not sitting Year 6 SATS. 
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Our curriculum is broad and balanced and offers many exciting 
opportunities for all students, both in school and out.  Students 
study Key Stage 4 over three years.  This presents real 
opportunities for creativity and varied approaches to learning 
through both GCSE and BTEC vocational qualifications.  There 
are tremendous extracurricular opportunities at The Weald 
through sport, performing arts, Radio Weald, Weald TV, links 
with partner schools in Europe and Africa, the Duke of Edinburgh 
award, as well as a number of other trips.  In short, we believe 
there is something for everyone at the school. 

 

We believe achievement is not just about 
qualifications.  Personal development is key to 
what we do.  We have a very active School 
Council and a strong student voice within the 
school.  We also have a close and effective 
partnership with our parents and carers.  We 
listen to their views and use them to inform the 
work of the school.  Attendance at school events 
is high, and an effective governing body has a 
full representation of parents.  

I genuinely feel it is an honour and a privilege for me to be able to lead and develop further 
the education of the children at The Weald.  Our students are a joy to work with.  Visitors 
describe them as polite, courteous and respectful, making the school a fantastic place both 
to study as a student, and to work as a member of staff. 

About the school 
The Weald School serves the local 
community from a pleasant 25-acre site on 
the edge of Billingshurst.  Our size offers 
us many advantages.  We have excellent 
facilities, allowing us to offer a wide and 
varied range of academic and vocational 
courses at all levels.  The Weald campus 
has been steadily improved in recent 
years.  
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An £11m expansion programme completed in 2017 funded a new teaching block for maths 
and art and a 400-seat dining facility.  Additional improvements include new science 
laboratories, media room and TV studio, changing rooms, drama suite, music block and a 
pastoral provision area.  There is also a swimming pool and fitness centre (adjoining the 
school site and run by DC Leisure / Horsham District Council), and two multi-use games 
areas. 

The Weald School offers all students: 

● A well-planned, broad and balanced curriculum 
● A record of excellent examination results 
● Well qualified specialist staff combining innovative and traditional methods in the 

classroom 
● A secure, supportive, encouraging and happy environment 
● A wide range of extra-curricular and residential activities. 

What our students think about the school:  

● “Lessons are fun, and the school has a good atmosphere” – Year 7 student 
● “The teachers have a good attitude to learning and we are encouraged and can hold 

our own opinions” – Year 10 student 
● “We are able to talk to our teachers about issues and they make a real difference 

in our lives” – Year 9 student 
● "I love the opportunities we get to work with younger students - it's great fun and 

really rewarding to support them with different aspects of their work." - Year 12 
student 

● "There is fantastic support for researching progression options for when we move 
on from the Sixth Form.  The Sixth Form staff are always there to help with the 
UCAS process." - Year 13 student 

Sarah Edwards 
Headteacher 

September 2026 

 

 

 

 


