
 

 

 
 

Mixed 11-16 Roman Catholic Comprehensive School 

Number of students 750  

 

Administration & Reception Assistant 
32.5 hours per week, Term time only, 

 (Monday – Friday 8:00-15:00) 

 

Grade 3: Actual starting salary: £13-840.06 - £14,116.33 

(FTE £18,887.00 - £19264.00) 

 
We currently have a permanent vacancy for the role of Administration & Reception Assistant 

at St Thomas à Becket Catholic Secondary School, to join our friendly and busy school office. 

This is a very varied role which involves working within the finance office and covering the 

reception area in school which is a fast paced environment assisting students, staff, and 

members of the public. You will be the first point of call, so excellent oral and written 

communication skills are essential.  Additional duties will also include working with the 

Attendance Officer with tracking of persistent absentees. 

 The successful candidate will be joining a school which is committed to ensuring that every 

child achieves his or her true potential in each subject as well as contributing to the wider 

mission of our school to fully realise our God-given talents thereby being fully human and fully 

alive. 

We are proudly a member of the Bishop Konstant Catholic Academy Trust. The Trust comprises 

of three secondary schools and twelve primary schools. We have a vision for our Trust that 

goes beyond our individual academies and that changes our perception from my academy 

to our academy. Working collaboratively, each academy benefits from others’ strengths and 

expertise within the Trust and practically from the services provided and procured centrally. 

As part of our commitment to safeguarding and promoting the welfare of children, the 

successful candidate will be required to undertake an Enhanced Disclosure and Barring 

Check. 

 

Further details and job description are available from the school website 

www.st-thomasabecket.bkcat.co.uk or by contacting Sophie Hargreaves, email 

shargreaves@beckets.bkcat.co.uk. 

 

 

 

Closing Dates : Friday 24th June 2022 

Interviews : To be confirmed. 

Appointments to Commence : As soon as possible.  

http://www.st-thomasabecket.bkcat.co.uk/
mailto:shargreaves@beckets.bkcat.co.uk

