
SCHOOL RECEPTIONIST/MIS ADMINISTRATOR (FIXED-TERM FOR 1 YEAR)
REQUIRED FOR AN IMMEDIATE START

St Leonards is an HMC, IAPS and IB World School situated in the heart of the vibrant, historic
and cosmopolitan university town of St Andrews, the ‘Home of Golf’. We make the most of our
special location.

St Leonards is close to sandy beaches, historic landmarks and stunning countryside. Edinburgh
and Dundee Airports are within easy reach - approximately an hour’s �ight from London. The
School has close links with the University of St Andrews, one of the most prestigious
universities in the UK.

St Leonards is in the enviable position of o�ering an exceptional range of academic, sporting,
musical and creative possibilities. From a vantage point in one of the most inspiring places in the
UK, St Leonards provides an outstanding education. We are the ‘Sunday Times Scottish
Independent School of the Year’ for 2019.

St Leonards is the only IB continuum school in Scotland. It is also one of the few in the UK and
the only HMC school. The ethos and approach to learning of the IB permeates all areas of
school life, within and outside the classroom.

The School is fully co-educational with 575 boys and girls on the roll from Year 1 to Year 13 (P1
to S6). 140 pupils follow the IB Primary Years Programme (PYP), which is taught from Year 1 to
Year 6 (P1 to P6). There is one class in each of Years 1, 2 and 3 (‘early years’). Years 4, 5 and 6
have an additional class in each year group. The maximum year group size is 40 with no class
bigger than 20.

A similar number also follow the IB Middle Years Programme (MYP) which is taught in Years 7,
8 and 9 (P7, S1 and S2). There are three classes in each year group in this section of the school.
From Year 10 upwards there are typically four classes.

The approach to learning is inquiry and concept-based and is consistent from Year 1 to Year 13,
following the IB approach.

130 pupils are boarders from age 10 upwards, Years 5/6 (P5/6), to Year 13 (S6). Younger
boarders in Years 5/6 to Year 9 are hosted in St Rule, a newly refurbished house speci�cally
designed for this age-group.

Around 25% of the total school roll is international with 37 nationalities. The Sixth Form has
140 pupils. Nearly all Sixth Formers study the International Baccalaureate Diploma Programme
(IBDP) after completing their IGCSEs/GCSEs in Years 10 and 11. A small number follow the
International Baccalaureate Career-related Programme (IBCP) which includes BTEC Diploma
in either Business or Sport.



Our IBDP average score is typically 33/34 points, with over 80% of all Higher Level (HL) scores
being 7/6/5 (equivalent to A*/A/B at A level). Prior to the award of ‘Sunday Times Scottish
Independent School of the Year’, we have been the Sunday Times top performing A level/IB
Sixth Form in Scotland for 2016, 2017 and 2018.

The Sunday Times recognises that ‘no Scottish independent school can match St Leonards’
achievements in the sixth form averaged over the past four years’.

For more information on the International Baccalaureate, visit the School web-site:
stleonards-�fe.org or ibo.org

SCHOOL RECEPTIONIST/ MIS ADMINISTRATOR

St Leonards School is seeking to appoint a full-time, temporary Receptionist/MIS Administrator to work
Monday to Friday 8.30am to 5.00pm (37.5 hours per week). Please note that this is not a term-time only
post. The post holder will be required to work during school holidays.

Job purpose:

The School Receptionist/MIS Administrator is expected to provide a welcoming and friendly
�rst point of contact for St Leonards, whether by email, phone or in person and support the
Database and Data Compliance O�cer to maintain e�ective Management Information
Systems.

The post-holder reports to and is line managed by the School Secretary and is a member of the
Support team at St Leonards.

The main areas of  responsibility for the Reception duties are:

● Dealing with all incoming enquiries to the School o�ce in a courteous and e�cient manner.
Resolving enquiries, as and when possible.

● Directing enquiries to the appropriate department or member of sta� and following up any
messages which have been left.

● In accordance with School policy, overseeing the School visitor process i.e. signing-in and
signing-out procedures, issuing visitor passes and updating noticeboards with details of
daily visitors.

● Maintaining and updating the ‘Reception’ calendar on google and monitoring the
‘Reception’ mailbox.



● In the absence of the School Secretary, deputizing for her which includes monitoring and
answering enquiries, where possible, to the ‘Info, ‘Contact’ and ‘School Secretary’ Outlook
mailboxes; daily pupil registration procedures and any other required duties.

● Processing orders for school stationery, academic books and materials in accordance with
departmental requests, including sourcing suppliers, placing orders, notifying Accounts
department and distributing orders on arrival.

● Providing administrative support for other colleagues and departments, including
photo-copying, laminating, preparation of test papers, mail shots etc.

● Maintaining the Fire Evacuation sta� checklist for the main school building. During �re
evacuations, both planned and emergency, accounting for the presence of all o�ce-based
sta� (located in the Senior School building) at the muster point.

● Maintaining the database with sta�, pupils and parent details, including car registration
details.

● Sorting incoming mail for sta� and students. Processing out-going mail including franking,
courier dispatch and occasional trips to the Post O�ce. Sorting deliveries, maintaining a
log, notifying the recipient for collection.

● Producing and distributing updated internal telephone lists.
● Booking key meeting rooms, including the Green Room, Room O and The Leonard, and

including refreshments for visitors, if required. This has to be coordinated with the
Reception diary.

● Storage of external Academic Certi�cates, �ling, retrieval and photo-copying in accordance
with pupil requests.

The main areas of  responsibility for the MIS Administrator duties are:

Assist the Database and Data Compliance O�cer with regards to the rollout of Engage MIS and other
MIS systems within St Leonards.

● Enter new students on to Engage MIS as directed
● Enter accurate data from PASS to Engage MIS, pupil records, parent details and documentation as

directed
● Enter medical details on pupils to Engage as directed
● Update HR records in Engage from PASS database as directed
● Produce Sta� ID badges
● Photograph all JS pupils, Senior pupils & Sta�
● Process & Crop all photographs for download on to Engage ∙ Produce JS & SS Register details (for

emergency purposes) ∙ Produce Sta� & Pupil Timetables
● Produce photo sheets for school trips
● Produce dietary reports for the Catering Manager on request
● Take calls from parents regarding any changes to their child’s/parents contact details and update

Engage.
● Update pupil changes i.e. change of address, telephone number,  email address etc.
● Update Sta� information, i.e. change of name, address etc.
● Enter and Maintain documents to Engage



● Carry out any other related MIS duties as directed by Database and Data Compliance
O�cer

This is not intended to be an exhaustive list of responsibilities and duties. It is expected
that the post-holder will participate in other reasonable activities which may be required
to meet the needs of the School or for better fulfilment of the role.

COMPETENCIES
The Receptionist/MIS Administrator will:

● have excellent organisational and communication skills;
● experience of working with Excel, Google Suite, Microsoft and databases
● be articulate, personable and engaging;
● be able to work independently and as part of a team;
● value the importance of and deliver outstanding customer service.

PERSON SPECIFICATION

Criteria Essential Desirable

Education, Training and
Quali�cations

● Educated to A
Level/SQA Higher Level or
equivalent in Maths and
English.

● Higher level
quali�cation such as
HND, degree.

Knowledge and Experience ● Extensive experience of
working in an administrative,
customer facing role.

● Practical experience of working
in an o�ce
environment.

● Experience of
working in an
education
environment,
preferably at an
Independent School.

Skills ● Competent IT and data entry
skills.

● Excellent communication
skills, both written and verbal.

● Excellent customer service
skills, willing to go above and
beyond whilst representing the
School.

● Competent with
G-suite products.

● SQL Experience
● Education Database

management systems
such as Sims, iSams,
SchoolBase

General / Other ● A systematic and
thorough approach to
work with meticulous
attention to detail.

● Methodical, reliable and highly
organised, able to work to tight
deadlines.

● Ability to re-prioritise
workload at short notice.

● Ability to work



independently and
Multi-task.

● Comfortable in dealing
with people from all
levels of the organisation.

●   Resilient and assertive,
when necessary.

●  Pleasant, approachable
manner with a ‘can do’
attitude.

● Ability to use
imagination to problem
solve.

● Highly professional
manner and appearance.

The School is committed to safeguarding and promoting the welfare of children and young
people and expects all sta� and volunteers to share this commitment. The post is subject to PVG
(Disclosure Scotland) membership and two satisfactory references, one of which must be the
current employer.

REMUNERATION:

The salary for this full-time position is £18,124 per annum. In addition, there is a generous
holiday entitlement, access to a company pension scheme, death-in service bene�ts, a cycle to
work scheme and free school lunches during term-time.


