
 

 
 

 

JOB DESCRIPTION 

 

 

Position:  Apprentice: Reception and administration  

Responsible to: Director of Services Supporting Learning 

 

Full Time all year round, 37 hours a week.  

 

This post will require evening and weekend duties including providing a front of house 

Service at the Izzard Theatre as required. 

 

Main Duties and Responsibilities 

 

Reception and Communication Duties 

 

To provide a professional efficient courteous reception service for the College, both at the 

Penland Road and Jameson Mews sites, which will include: 

 

 Answering the switchboard/phone quickly, positively, courteously and efficiently 

taking messages as required. 

 

 Assisting students, staff and visitors in their queries, offering guidance and advice in 

a positive and helpful manner. 

 

 Receiving visitors, and informing, quickly and efficiently, the person they are meeting 

of their arrival. 

 

 Monitoring of students signing in/out. 

 

 Sorting the post including taking delivery of parcels and organizing their distribution 

with the caretaking team 

 

 Assist staff in sending faxes and/or assist them how to use the machine. 

 

 Distributing messages to staff either by e-mail or note if they are not available. 

 

 Franking outgoing post daily. 

 

 Acting as a first aider 

 

 Carrying out Reception duties and ushering at evening and weekend performances in 

the Izzard Theatre as required. 

 

 Support with the marketing of College activities and events including flyer drops and 

distributing other marketing materials. 

 

 

 



Administrative Duties 

 

 Be able to use Microsoft word and other IT packages effectively. 

 

 To provide efficient and effective administrative duties across the College as required.  

This may be in academic sections or support areas of the College. 

 

 To minute meetings and briefings as required.  This may include minuting a Monday 

evening meeting until 6.00 p.m. 

 

Reprographics 

 

 To provide cover in reprographics as required. 

 

 

Learning Resource Centre 

 

 To provide support in the Learning Resources Centre as required. 

 

Izzard Theatre 

 

 To provide a front of house service at the Izzard Theatre as required. This will include 

weekends and evenings. Time off in lieu will be given for this work. 

 

 To be trained in the service of alcohol. 

 

 To ensure all College requirements for front of house service are followed. 

 

 

GENERAL 

 

 Follow college policy in the management of Health and Safety in all aspects of work, 

including a pro-active approach to Risk Assessments for all duties. 

 

 Undertake regular appraisal and professional development to ensure proper delivery 

of these responsibilities. 

 

 Follow good practice and college policy in all aspects of the work and in the 

management of resources. 

 

 Undertake any reasonable task at the request of the Principal or designated Deputy. 

 

 

 

The job holder may be asked to undertake any other reasonable tasks which are 

requested by the Principal or designated Deputy. 

 

This job description can be amended and updated on a regular basis by 

management. 

 

 

 

July 2017 

 


