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October 2026

Receptionist / Administration Assistant
23.25 hours per week, working 38 weeks per annum

Grade 3 starting at £ 13886 actual salary (£13.70ph)

Dear Applicant

Thank you for your interest in the above post. We are seeking to appoint to the role of School Receptionist to support the smooth day-to-day running of the school’s front office. This role is central to creating a welcoming and professional first impression for visitors, parents, pupils, and staff, while also supporting administrative processes within the school. 
This is an exciting opportunity and would suit someone who is currently in a similar role or looking to develop a career within school administration. You will work under the direction of the Administration Manager and be part of a friendly, welcoming, and supportive team within the school, where colleagues encourage one another and are always willing to work together and get stuck in when needed. A genuine team player is essential.

The successful applicant will:

*Be an effective communicator and a team player, with a friendly and professional manner.

*Have strong organisational and time-management skills.

*Be able to manage multiple tasks while maintaining attention to detail.

*Be committed to providing excellent customer service and contributing positively to the school environment.

*Contribute to a supportive and friendly team, reflecting and upholding the school’s ethos.

Maidenhill is a school with real momentum, ambition and heart. We are a welcoming and inclusive 11–16 school where we want every young person to feel known, valued and challenged to achieve their very best. Our mantra - Be Kind, Aspire, Persevere, Achieve - is at the heart of everything we do and reflects the culture we work hard to build every day.

This is an especially exciting time to join Maidenhill. In 2026, we are celebrating our best-ever examination results, alongside an excellent Ofsted inspection in June 2026, where the school achieved the expected standard in every area. These successes reflect the dedication of our staff, the ambition of our students and the strength of a community that believes strongly in continual improvement.

Our expectations are high because our ambitions for young people are high. We want students to enjoy their five years with us, while being equally supported and challenged to become confident, happy and successful young adults, ready to access the very best opportunities beyond Maidenhill.

We are equally ambitious for our staff. We want Maidenhill to be a place where talented people enjoy coming to work, feel valued and supported, and are given genuine opportunities to develop professionally. As we continue the next stage of our journey, we are looking for people who share our values, believe in the potential of every young person and want to play their part in shaping an increasingly successful school.

If that sounds like you, we would be delighted to welcome you to Maidenhill.
If you have read the job description and person specification and are interested in applying, please complete the application form available on our school website and submit to vacancies@maidenhill.gloucs.sch.uk by 9am on Monday 19th October 2026.

We look forward to reading your application and meeting you at interview.
Yours sincerely,
[image: image3.jpg]Maidenhill

Creating and achieving a brighter future




Mr A Hunter

Headteacher 
[image: image2.png]Head Teacher: i A Hurler
Telephone: 01453822469 Fax: 01453 825615 Email: offce@maidentill gloucs sch.uk
Kings Road, Stonehouse, Gloucestershire GL10 2HA

www.maidenhill.gloucs.sch.uk





[image: image2.png]