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JOB DESCRIPTION 
 

Job title: School Administrator / Receptionist  
Reports to: Head Teacher / Head of School   
Grade:  Torbay NJC Grade C (SCP 3 - 4) 
 

Trust Ethos and Mission statement 
 

Excellence through cultivating character, sharing talents and pursuing excellence. 
 

All members of the team employed by the Academy for Character and Excellence support and promote 
the Trusts mission and vision and promotes character education which is a values led approach.  Our 

Trust values and ethos enable us to fulfil our mission of transformation through making a positive 
difference to ourselves, others and the world around us. 
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