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Receptionist / Assistant Administrator 
 
REPORTING TO: Operation Manager / Director of Operations  
 
Katherine & King's College is looking for an efficient and effective receptionist / administrator to join our team of 
dedicated and resourceful staff at KKCL. 
 
Hours of work:  
48 hours per week (Full-time) 
20 hours per week (Part-time) 
 
OVERALL PURPOSE OF JOB: 
The Assistant Administrator / Receptionist is responsible for the managing the colleges reception desk and 
performing all duties necessary to support the student services department. 
 
DUTIES AND RESPONSIBILITIES: 
 
Receptionist / administrator are responsible for the following:  
 

• Frontline enquiries and reception duties - dealing with customers, students and visitors to the College either 
in person, or by telephone, e-mail etc 

• Managing the College’s Reception Desk and resources to ensure it is welcoming, informative and accessible 
for all 

• Preparing and distributing information leaflets and materials to students / agents  
• Supporting the updating and development of the College’s Student Data Management System 
• Supporting international students on welfare activities, including arrivals, registration, induction, 

accommodation and other related activities, as and when required 
• Assisting with absence reporting and attendance monitoring 
• Receiving tuition fee payments and issuing receipts 
• Producing and issuing supporting letters to students upon request 
• Receipting the collection of student assessments on deadline days and working closely with the  

College’s Academic department to compile student assessments and feedbacks 
• Assisting with activities to support local marketing and recruitment activities, including helping with in-

coming visits to the College 
•  Any other duties as required from time to time by Management 
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PERSON SPECIFICATION: 
 
Criteria 
 

Essential 
 

Desirable 
 

Education and 
Qualifications 

 

Excellent Word/Text processing  

Holding or working towards Administration Level 2 

qualification 

Good all round level of education to include Maths and 

English to GCSE (Grade A – C) or equivalent level 

A first degree related to 
business management / 
business administration  

 

Experience 
and 

Knowledge 

 

Customer service experience  

Experience of working to targets  

Positive thinking, team player, responsible, professional, 

willing to learn, multi-tasking, service oriented and able to 

work under pressure  

Experience would be an advantage (training will be 

provided to those without experience) 

 

Experience of working with 

students, particularly 

international students 

Knowledge of the HE / English 

Language sector 

Experience of working in an HE 

/ language school educational 

environment 

Demonstrable knowledge of 

UK immigration rules and 

regulations 

Skills and 

Abilities 

 

Experience of working in a busy customer service environment 

A strong interest in working with students 

Good organizational skills 

A willingness to work flexibly and to tight deadlines when necessary 

Good written and verbal communication skills, including a pleasant and professional personal 

and telephone manner 

Good administrative IT skills (Word, Excel, PowerPoint, Outlook etc) 

Experience of working with data management skills and strong record-keeping skills 

Enthusiasm and motivation to be a key member of a front-line customer-facing team 

 
REMUNERATION 
Minimum wage  

Please send a cover letter and CV to: hr@kkcl.org.uk.  

Due to the volume of applications, only short-listed applicants will be contacted. 

Please Note: We will require at least two references which will be followed up by our HR team. Candidates will 
need to undergo the necessary DBS police checks and any gaps in work history will need to be explained. 
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