
 

 
 

BYMT Receptionist 
2.00pm – 6.00 pm weekdays 

40 weeks per year (term time) 
 

Salary: £20,466 FTE (£9,744 pro rata) 
 
Start Date: February 2020 (subject to DBS clearance) 
 

 
Bromley Youth Music Trust is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff to share this commitment. 
 
We seek to promote a climate where children and adults will feel confident about sharing concerns which they may have 
about their own safety or the well-being of others. 
 
Bromley Youth Music Trust is committed to valuing and celebrating diversity and promoting equality of opportunity for all 
its staff and students. We are working to create a learning and working environment which is free from prejudice, 
discrimination, intimidation and all forms of harassment including bullying. Respect for rights is at the heart of our 
planning, policies, practice and ethos and we expect all members of our community to model this in their behaviour and 
relationship 

 
How to Apply: 
A completed application form should be submitted to Sue Brown, either electronically sue@bymt.co.uk or 
in hard copy to: 

 
Mrs Sue Brown 
Deputy Principal 
Bromley Youth Music Trust 
Southborough Lane 
Bromley BR2 8AA 
 

Closing Date for applications:  12 noon Wednesday 29 January 2020  

Interview Date: Wednesday 5 February 2020 

 

 

                                      
 



Context 

Bromley Youth Music Trust (BYMT) is one of the leading music services in the United Kingdom, reaching 
over eighteen thousand children and young people in the London Borough of Bromley and beyond. As lead 
partner of Bromley Music Education Hub the Trust provides an exceptional music education experience of 
the highest quality in a widening range of genres and is open to all children regardless of socio economic 
background. Our motto is “Music Changes Lives” and our vision is to change more lives through high quality 
teaching and infrastructure. 

 
The Centre in Southborough Lane is particularly busy after-school hours with visitors attending lessons, groups 
and ensembles. We have recently increased our adult offer and this is an area identified for expansion. We are 
also a large centre for both ABRSM and Trinity examinations. 

 

Job Description 

Overall purpose of the post 

The Receptionist will work in the BYMT office and report to the Deputy Principal. 
 

It is essential that the Receptionist is a team player, able to remain calm under pressure, and who can work on 
their own as well as take direction. 

 
The hours of work will be between 2:00 – 6:00 pm, Monday to Friday. However, all staff are encouraged to 
take part in / support musical activities as appropriate to their level of experience and you may be required 
to work outside the usual workweek during events, special campaigns, etc. for which time off may be given 
in lieu. 

 
Key areas of work 

 
BYMT Relations 

1. Cultivate relationships with BYMT customers. This includes being the first point of contact in face-to-
face, telephone, written and electronic communication. 

2. Manage queries with professionalism, ensuring that any messages are immediately dealt with or 
forwarded to the appropriate member of staff. 

3. Assist with maintenance of the Trust’s web and social networking presence (including Facebook, 
Twitter and Linked in groups/pages). 

 
Administrative Duties 

1. Assist with photocopying requests and ensure they are dealt with accurately and efficiently. 
2. Maintain customer security in line with BYMT Data Protection Policy. 
3. Assist with requests for supplies required through the Purchase Orders Scheme. 
4. To sell tickets through our online server Ticketsource. 

 
Pastoral Support 

1. Assist with the well-being of students including dealing with any First Aid issues that may arise. Training will 
be given as appropriate. 

2. Work with colleagues to ensure adequate and appropriate supervision of children and young people whilst 
on site. 

Other 
1. Attend BYMT staff meetings as and when required. 
2. Undergo training as required and in line with the Trust’s objectives. 
3. Carry out any other duties within the scope, spirit and purpose of the job, the title of the post and its 

grading as requested by the CEO/ Head of Service or the Deputy Principals. 



Job Context 

Reports to: Deputy Principal 
 

Person Specification 

This acts as selection criteria and gives an outline of the types of person and the characteristics required to 
do the job. Please make sure, when completing your application form, you give clear examples of how you 
meet the criteria. 

 

Attributes Description *E / 
*D 

Skills Ability to communicate effectively and to a high standard with a wide variety of 
people of all ages 

E 

Numeracy and literacy skills D 

IT skills D 

Ability to work independently D 

Accuracy and strong attention to detail D 

Knowledge & 
Experience 

Educated to minimum GCSE standard or equivalent E 

Of instrumental/vocal music and music in schools  D 

social media literacy D 

Personal 
Attributes 

Have a warm and engaging manner and personality, with the ability to 
communicate with people of all ages and backgrounds 

E 

Be organised E 

Be able to forge effective working relationships with a wide range of staff and 
other stakeholders 

E 

Have resilience and a sense of humour D 

Be flexible and adaptable to changing priorities and demands D 

Enjoy working to a high standard in a demanding environment D 

Be sympathetic to the ethos of BYMT and its music education principles E 

 

*E - Essential  

*D - Desirable 


