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The vacancy

Receptionist and Administration Assistant
Hours per week: 36.50

Hours of work: 8.30am - 4.30pm Monday to Friday and 8.30am —3.30pm Friday (30 minute unpaid lunch break)

(term time only)

Scale 2 - point 4-5 (£25,914 - £26,312 fte) Actual salary (£21,376 - £21,705 inclusive of fringe)

Job Description

We are seeking a professional, helpful, organised and dedicated person to join the Office Team in our Sixth Form
building. This role is ideal for someone who enjoys working with children, supporting staff and helping to keep a busy
school office running smoothly whilst maintaining a professional attitude.

Key Responsibilities include:

To answer phone calls and deal with face-to-face enquiries
To use ICT to communicate with parents, as well as face to face communication, over the phone or through emails

and letters
To provide general administrative and clerical support to a high and accurate standard — including trips,

immunisations, after-school clubs, sixth form bursary.
To provide student support, such as medications and transport lists.

We are looking for someone who:

- enjoys working with children

- has experience of administrative work in a busy office environment

- has excellent written skills and ICT skills, with the ability to multi-task

- Excellent telephone manner with the ability to record and pass on accurate messages
- is able to work as part of a supportive team

- can communicate effectively with both children and colleagues

- can maintain a professional manner when dealing with parents

- can maintain a positive disposition and remain calm under pressure

- can ensure the safety and good conduct of pupils across the school site

- understands and complies with confidentiality requirements

- has the ability to follow safeguarding procedures and prioritise students' welfare

- has GCSE Maths and English (grade 4-9 or equivalent)



- Knowledge of Microsoft Word, Excel, Outlook or google is essential

- Knowledge of schools MIS system desirable

What we can offer you:

e Friendly and supportive staff team
e Training and development opportunities
e Local Government Pension Scheme

e Employee Assistance Programme

If you would like to book a visit to the school or have any questions, please contact Donna Brown the Admin Team
Leader on 01268 761252 or email dbrown@castledon.org

Based on the quality and quantity of applications received, we reserve the right to close this vacancy sooner than the

specified closing date. Therefore, early applications are encouraged.

We follow safer requirement procedures and practise; appointments are subject to satisfactory DBS certification and

references.



Applications

To apply for the role please CLICK HERE. .CVs will not be accepted without a completed application form.

You must complete the application form fully and give details of all employment, training and gaps in employment
since leaving secondary school to the present day. Any additional information, which you wish to bring to the notice
of the selection panel, should be included in your letter of application (supporting statement). Please ensure you say
why and how you meet the criteria from the person specification in your letter of application. Full job description and

person specification can be found at the end of this pack.

Shortlisted applicants may be screened prior to interview by checking social media sites. The purpose of such screening
will be to ascertain whether a candidate demonstrates appropriate conduct, behaviour, and suitability for employment

in a school environment.

Closing date: 17 June at midnight
Interview date: week commencing 22" June

If you have any queries, wish to discuss the role informally or undertake a visit to the Trust, please do not hesitate to
contact us via email recruitment@zmat.co.uk or telephone 01702 426707.

We look forward to receiving your application. You will be notified of your application status within two weeks of
the vacancy closing date.

Safeguarding Children & Young People

The Trust is committed to safeguarding and promoting the welfare of children and young people. All staff and
volunteers are therefore expected to behave in such a way that supports this commitment. Appointment to this post
will be subject to the following satisfactory pre-employment checks:

e Health

e |dentity

e Relevant work qualifications

e Right to work in the UK

e Barred List Check (previously List 99)

e Disclosure & Barring Service Check (for all staff and volunteers)

e References
e Childcare Disqualification Declaration Check (relevant Primary School posts only)



Job Description

Job Title Receptionist and Administrator — Sixth Form

Grade 2020 Scale 2 (points 4-5)

Reports to Admin Team Leader

Liaison with Teaching staff, support staff, pupils, parents, visitors

Job Purpose

To provide a professional receptionist and administration service to the Schools Sixth
Form. To work flexibly to meet the demands of the job and provide an effective and
efficient clerical support. To work under own initiative to ensure workload is

prioritised and efficiently completed.

Duties Reception:

e To be the first point of contact for both telephone and face to face enquiries and
take messages where appropriate.

e To be responsible for the sixth form admin email account, checking regularly and
forwarding emails to other staff as appropriate. Ensure emails are actioned and
responded to promptly.

e To ensure school security arrangements are always complied with, including the
issue of the correct visitor’s badges and signing in of the visitors’ on the signing in
system.

e To accept and sign for deliveries as appropriate.

e Administer medication to students and liaison with parents.

e Arrange tours of the sixth form for new / prospective students.

e Updating weekly transport sheets

e Calls to parents/carers when required.

e Trouble shooting problems/issues for parents.

Clerical:

e Manage the sixth form student bursary fund and liaison with families and finance.

e To undertake typing of letters as required.

e To undertake filing, photocopying and reprographic work as required.

e Communicate with parents via letters, emails and Class DoJo.

e Accessing information on the MIS system for telephone numbers, contact details,
health information and permissions and updating when necessary.

e Communicate with staff, parents and outside agencies in an effective and
professional manner

e Co-ordinate trip letters and responses

e Co-ordinate after school club letters and responses

e Ordering of stationery and replenish supplies

e If required, provide drinks for meetings

e To provide general clerical support as required across the team.

General e To participate in the performance and development review process, taking

personal responsibility for identification of learning, development and training
opportunities in discussion with line manager.

e To comply with individual responsibilities, in accordance with the role, for health

& safety in the workplace

e Ensure that all duties and services provided are in accordance with the School’s

Equal Opportunities Policy
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The Governing Body is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share in this
commitment

The duties above are neither exclusive nor exhaustive and the post holder may be
required by the Headteacher to carry out appropriate duties within the context of
the job, skills and grade.
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PERSON SPECIFICATION - Receptionist and Administrator

General heading

Detail

Examples

Qualifications &
Experience

Specific qualifications &
experience

Experience of reception work/school office work

Educated to GCSE level 4 or equivalent in both Maths
and English

Knowledge of relevant policies
and procedures

General understanding of the operation of a school

Literacy Good reading and writing skills

Numeracy Ability to count and undertake basic calculations

Technology Ability to use photocopier
Ability to use word processor — Microsoft packages or
google

Communication Written Ability to complete literacy tasks with efficiency and

professionalism - with a particular focus on accuracy

Verbal Ability to exchange verbal information clearly with
children and adults

Languages Seek support to overcome communication barriers

with children and adults

Working with children

Behaviour Management

Understand and implement the school’s behaviour
management policy

SEN Understand and support the differences in children and
adults and respond appropriately
Curriculum Basic understanding of the learning experience

provided by the school

Child Development

Basic understanding of the way in which children
develop

Health & Well being

Understand the importance of physical and emotional
wellbeing

Working with others

Working with partners

Understand the role of others working in and with the
school

Relationships

Ability to establish rapport and respectful and trusting
relationships with children, their families and carers
and other adults
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Team work Ability to work effectively with other adults in the
school
Information Ability to provide timely and accurate information

Responsibilities

Organisational skills

Good organisational skills

Line Management

N/A

Time Management

Ability to manage own time effectively

Creativity

Ability to follow instructions

General

Equalities

Demonstrate a commitment to equality

Health & Safety

Basic understanding of Health & Safety

Child Protection

Understand and implement child protection
procedures

Confidentiality/Data
Protection

Understand procedures and legislation relating to
confidentiality

CPD

Be prepared to develop and learn in the role
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