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Letter from the Principal  
 
 
 
Dear Applicant 
 
Thank you for your interest in our recently advertised post of Receptionist at the Nottingham 
University Academy of Science and Technology (NUAST).  
 
NUAST is a centre for Excellence in Science, Engineering and Computing/IT. We are a 
specialist academy teaching students aged 14-19 years old. Our aim is to ensure that young 
people who are passionate about Science, Computing or Engineering have opportunities to 
realise their maximum potential with us.   
  
The NUAST staff team is dedicated to ensuring that our strong and caring pastoral 
system encourages and supports our students to access the excellent specialised facilities 
and the unique opportunities available at NUAST to ensure their success. 
 
Working at NUAST will be an exciting and challenging chapter in your career. Along with the 
responsibilities associated with the position the successful candidate will be responsible for 
helping to form the culture, ethos and working practices of the academy at every level.  
 
I look forward to receiving your application.  
 

Yours sincerely  
 
 
 

Robert White 
Principal 
NUAST  

http://www.nuast.org.uk/
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Letter from the Executive Headteacher  
 

 
 
Dear Candidate 
 
I am delighted to be able to introduce you to the Nottingham University Academy of Science 
and Technology and the tremendous opportunities this academy offers the young people 
of Nottingham.  
 
NUAST is a 14-19 specialist academy which opened in September 2014.  We are 
sponsored by the University of Nottingham and Djanogly Learning Trust.  NUAST is 
designed to provide the very best specialist teaching in science, engineering and 
computing/IT. 
 
Critical to the success of NUAST is the appointment of dynamic and innovative staff who 
can bring energy and initiative to the work of the academy. 
 
Thank you for showing an interest in working at NUAST, and we look forward to receiving 
your application. 
 
Yours sincerely 
 
 
 
 
John Tomasevic 
Executive Headteacher 
NUAST 
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Application Process 

 
If you feel that you could contribute to the students and team at NUAST, we would welcome 
your application. 
 
Please complete and return the application form along with a CV and covering letter, clearly 
demonstrating your suitability for this role, via one of the following methods: 
 
Email to jobs@nuast.org  
 
By post, for the attention of Office Manager to the address below:  
 
Nottingham University Academy of Science and Technology 
93 Abbey Street 
Lenton 
Nottingham 
NG7 2PL 
Tel: 0115 859 2040 
 
Wherever possible, please provide email addresses for your referees.  
 
Closing date: please ensure your application arrives by 9am on the closing date of 10th June 
2016. 
 
Interviews for the role will take place on 23rd June. 
 

 
Application Process 
 
Interested applicants will need to provide the following: 
 

 Letter of application (maximum 3 sides A4) relevant to the attached job description 

and person specification.  The letter should address the vision and strategy the 

applicant would employ to ensure the declared goals of the alliance are secured. 

 Current CV 

 Completed application form with contact details of two referees  

Application Form 

These can be downloaded from www.nuast.org.uk. 

  

http://www.nuast.org.uk/
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About NUAST 

 

The Academy 
 
NUAST is a specialist academy based in Nottingham offering the very best educational 
opportunities for anyone with a passion for science, computing or engineering between the 
ages of 14-19. 
 
With specialist teachers, specialist facilities and the unique opportunity to work with The 
University of Nottingham and industry partners at KS4 and KS5, NUAST is the right choice 
for any aspiring scientist, engineer or information technologists. 
 
 
What we offer 
 
NUAST is a new type of academy. We offer a specialist curriculum at KS4 and KS5 for 
students with an interest in science, engineering or computing. 
 
Students can join NUAST in Year 10 or Year 12 and we offer GCSEs, BTECs and A levels 
in our specialist subjects along with a wide range of more traditional subjects. 
 
Our unique and innovative curriculum is designed to provide our students with the skills and 
experiences they will need to secure a place at a good university or employment and training 
in a higher apprenticeship.’ 
 
Curriculum 
 
In year 10 our curriculum balances specialist teaching in Science, Engineering and IT with 
all the other core subjects you will need to get a place at a university or secure a good job 
or apprenticeship. 
 
With science taught as discreet subjects and Engineering and IT delivered through industry 
approved and recognised Cambridge National qualifications, our specialist curriculum is 
designed to give students the very best start in their careers. 
 
NUAST offers Post 16 students a complex and diverse range of curriculum options based 
around Science, Engineering and IT/Computing. From a full suite of A Levels, through a mix 
of qualifications, to dedicated BTEC Level 3 Extended Diplomas, NUAST can offer our 
students a pathway modelled to their needs. 
 
The Academy Day 
 
Starting at 8.30am, the academy works until 3.00pm with additional after-school enrichment 
one evening a week until 4.30pm. Staff CPD runs until 4.30pm one further evening a week. 
The academy day will finish at 2.40pm on Fridays.   
 
Pastoral Care 
 
At NUAST student well-being is of primary importance to us. As a small academy we can 
offer a high level of care and guidance. All students will have a learning mentor who you  
will meet with them regularly during the week.  
 

http://www.nuast.org.uk/
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Mentors will guide and support students throughout their time at NUAST.  In addition all 
students are offered specialist career advice with the support of our University and Industry 
partners. 
 
In terms of behaviour, we have a very simple approach. Work hard and be kind.  
 
Industry Partners 
 
From the very start, NUAST has had the support and guidance of some of the biggest 
industry names in engineering and information technology. Their knowledge and 
understanding of the skills and attributes required to become a future employee in their fields 
has guided the curriculum and helped shape the facilities. 
 
As students learn and train at NUAST, they will have the opportunity to work with these 
companies alongside NUAST teaching staff. Students will leave NUAST fully equipped to 
enter the world of work or higher education with an enviable set of experiences and contacts. 
 
NUAST has many partners, some of which are listed below: 
 

Rolls-Royce   Siemens   Toshiba   Greene, Tweed  Esendex   Experian 
 
Education Partners 
 
In addition, NUAST is sponsored by the University of Nottingham, which provides students 
with access to world-class research facilities and staff. 
The University provides opportunities to develop academic experiences and knowledge. 
 
Students wishing to pursue degree level courses will be given help and support when 
applying to university. 
 
 
Facilities 
 
Housed in a purpose-built, iconic building, NUAST will offer the most advanced GCSE and 
Post 16 facility for the teaching of science, engineering and computer science in the local 
area. 
 
Industry standard science, IT and engineering facilities are complemented by a full suite of 
teaching rooms covering all key English Baccalaureate subjects. 
 
The building was designed to provide our students with all the experiences they will need to 
enter higher education or industry. It is a modern workplace: open, light and attractive with 
excellent catering, study and outdoor spaces. 
 
NUAST is a remarkable investment in the young people of the East Midlands and has 
recently been nominated for the 2016 RIBA East Midlands Award. 
 
For more information about the academy visit: 
www.nuast.org.uk  
 

  

http://www.nuast.org.uk/
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JOB TITLE 

 

Receptionist  

HOURS OF WORK  

7.30am-1.30pm Mon-Thurs, 7.30am-11.30am Fri (28 

per week) 

SALARY SCALE £11,327.23 pro rata (FTE £16,564) Term Time Only 
Plus 2 Weeks 

 

CONTRACT TYPE Permanent  
 

Duties and Responsibilities: 

 
 

1. Undertake reception duties, including answering telephone and face to face 

enquiries, receiving visitors and dealing with student enquiries Provide 

administrative support for the Office Manager;  
 
 

2. Undertake SIMs data input tasks ensuring accuracy and confidentiality at all 

times. Including admissions, detentions, exclusions, updating student 

information. Provide support with completion of the school census; 

 

3. Undertake daily administration of student’s attendance recording including 

first day of absence, production of daily/monthly attendance reports; 

 

4. Provide clerical support including typing and word-processing and other IT based 

tasks; 
 

5. Undertake other general administrative procedures as required by the Office 
Manager including processing of orders and dealing with the receipt and banking 
of cash; 

 
6. Undertake reprographics work for staff; 

 

7. Operate relevant equipment/ICT packages (e.g. word, excel, databases, 

spread sheets, Internet); 

 

8. Maintain stationary stock and supplies for the team; 

 

9. Provide general advice and guidance to staff, pupils and others; 

 

10.Support with the booking system for meeting requests; 
11.Must be able to support the admin function including;  

a. supporting with the census at key times throughout the academic year 
b. supporting with the enrolment process and induction 
c. requesting CTF files from schools 

Job Description 

http://www.nuast.org.uk/
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d. supporting the Administration Assistant with the maintaining, issuing and 
tracking of uniform  

 

12.Undertake general financial administration e.g. processing of web based orders. 

 
 

Generic Requirements: 
 

1. It is a requirement of all posts within the Academy that Health and Safety 

requirements are upheld in the performance of duties; 

 

2. All employees of the Academy are required to uphold the Equality and Diversity 

Policy and the Academy’s Code of Conduct; 

 
3. All staff will ensure the safeguarding of young people by the implementation of 

Child Protection and other safeguarding policies;  

 

This job description is not a complete description of the role, as you are required to 
undertake any other reasonable duties within the level of responsibility and grading of 

the post as directed by the Principal. 

http://www.nuast.org.uk/
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PERSON SPECIFICATION 
 
JOB TITLE: Receptionist  

 

 

SHORTLISTING 

CRITERIA 

 

ESSENTIAL 

 

 

DESIRABLE 

 

ASSESSED 

BY 

EDUCATIONAL 

QUALIFICATIONS  
 NVQ level 2 in Business Administration or 

equivalent qualification or experience in relevant 

discipline 

 Level 2 in English and Maths 

 Higher level 

qualification 

 IT qualification 

Application/ 

Interview 

 

 

EXPERIENCE   Experience in reception duties in an school 

environment dealing with young people and 

customers 

 Excellent IT skills in use of Microsoft Office 

including word, excel, powerpoint and Outlook  

 Experience of using SIMS 

 Administration 

experience for 

at least 3 years 

in a busy office 

environment 

Application/ 

Interview/Test 

 

 

SPECIAL 

KNOWLEDGE OR 

TRAINING 

 Good data accuracy and speed of data entry  First aid 

qualification 

Interview/Test 

ABILITIES, 

SKILLS & 

PERSONAL 

QUALITIES 

 Ability to relate well to children and adults 

 Effective communication skills 

 Effective team player 

 Good administrative and organisational skills 

 Able to meet tight deadlines 

 Demonstrate ability to work flexibly 

 Demonstrate ability to work in situations without 

direct supervision and to identify tasks requiring 

attention 

 Able to handle pressure and a range of demands 

 Good-humored, energetic and enthusiastic 

 Ability to maintain strict confidentiality 

 Good keyboard skills 

 Application/ 

Interview 

RELATIONSHIPS  Able to demonstrate good interpersonal skills 

 Able to relate well to learners of all abilities 

 Able to work well with colleagues 

 Application/ 

Interview 

MOTIVATION  Empathy with and strong commitment to meeting 

the needs of NUAST students, employees and 

stakeholders 

 Commitment to take part and engage in staff 

development and training 

 Commitment to the mission and values of NUAST 

 Application/ 

Interview 

SPECIAL 

CIRCUMSTANCES 
 Occasional attendance at meetings outside normal 

working hours 

 Application/ 

Interview 
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