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Job Advert

Receptionist 
Hartlepool 
Permanent 
14 Hours per week
Whole Time  
[bookmark: _GoBack]Actual Annual Salary - £9,565 (FTE £25,280)

We are seeking a friendly, professional, and organised Receptionist to join our team at The Northern School of Art.

As the first point of contact for students, staff, and visitors, you will play a vital role in maintaining a welcoming and efficient “front of house” service. You’ll handle initial enquiries, direct visitors, manage incoming and outgoing post, and support administrative and financial tasks. This is a varied role that requires excellent communication, organisation, and customer service skills.

You’ll be someone who thrives in a customer-facing role, with a warm and professional manner and the ability to stay organised in a busy environment.

Essential skills and experience include GCSEs (or equivalent) in English and Maths at Grade C/4 or above, proven experience in a reception, front-of-house, or customer service environment, competence in cash handling and administrative processes, and a high level of proficiency in Microsoft Office or comparable software systems.

[bookmark: _Hlk171494012]What will you get if you join us?

· A culture that supports work-life balance and staff wellbeing
· Generous annual leave entitlement
· Professional development and training opportunities
· Free confidential counselling service and physiotherapy;
· Free eye tests and contribution towards glasses for VDU use;
· Free IT products including Microsoft Office and Adobe Creative Cloud;
· Professional fees paid by the School;
· Staff recognition awards
· Free car parking and access to other staff benefits; and 
· Access to the Local Government Pension scheme (with significant employer contributions).

At The Northern School of Art, we want all employees to feel valued and included, bringing their creativity and individuality to work. We celebrate diversity and believe that inclusion drives innovation and excellence.


[bookmark: _Hlk171494066]To download the application pack, please visit https://northernart.ac.uk/careers/ 

Closing date for receipt of completed applications 5th November 2025

[bookmark: _Hlk171494075]Please send your completed application to jobs@NorthernArt.ac.uk
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