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Candidate Information Pack

Administrator – Telephonist/Receptionist












Our Trust Prayer

We thank you, God of Love, for the gift of children,
Bless the work of our Trust, that in all we do
young people may grow in wisdom and stature, 
and so come
to know you,
to love you
and to serve you
as Jesus did.
We make this prayer in his name who is God
with you and the Holy Spirit, now and forever.
Amen
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About Liverpool Diocesan Schools Trust

We believe

Jesus said ‘Let the children come to me.’ (Mt 19). 
We believe that we are fulfilling this command when we enable children of all faiths and none to flourish in our schools.  The Liverpool Diocesan Schools Trust (LDST) has an important role to play in improving the attainment of pupils across the Diocesan region.
We believe that as a diocesan led Multi Academy Trust (MAT) we create stronger bonds of collaboration and cooperation, sharing good practice, addressing areas of weakness and offering increased opportunities for professional development.
We are on a journey
We are on a journey to grow a Trust in which our schools will continue to thrive under the leadership of headteachers, supported and challenged by local governing bodies and accountable to the board of directors.  
We are confident that this will be achieved whilst at the same time ensuring that all of our family of schools benefit from high levels of collaboration.
These are the things we value
Our values are more than just a statement; they are the core principles that guide our decisions and actions.  We arrived at our values through consultation, looking at both the account in Genesis 18 of the visit to Abraham of three angels and also particularly at the icon of this event painted by Andrei Rublev.  Through this we identified the core values to our Trust:
· Collaboration
· Valuing the Local
· Valuing Difference
· Inclusion
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About St Michael’s Church of England High School


St Michael’s Church of England High School is a school with an extremely bright future. Number on roll and results over the last five years have seen dramatic rises. 
Graded ‘good’ by OFSTED, we are an 11-18 mixed Comprehensive School of around 690 students situated in a delightful position on the northern edge of Crosby.
Job Role
Title: 			Administrator – Telephonist/Receptionist 	         
Contract Type: 	Temporary (until 20 July 2022) 

Start date: 		6 September 2021

Salary: 		NJC SCP 3-4  £18,562 pa – £18,933 pa (pro rata) 
Actual salary- £12,468 pa to £12,718 pa

Hours: 		28.75 hours per week, Term Time only + up to 10 days 
Accountable to: 		Headteacher, Strategic Business Development Manager, Office Manager
Location: 		St Michael’s Church of England High School, 
		St Michael’s Road, Crosby, L23 7UL		

Please note: 	Working arrangements are 5.75 hours per day, 9.00 am – 3.15 pm, with 30 minutes unpaid lunch break 


[bookmark: _Toc524688848]Job Description			          

For September 2021, we are looking for an experienced Administrator – Telephonist/Receptionist to provide routine clerical support in a busy and thriving office. The main duties include servicing the reception area of the school and acting as the first point of contact for parents, visitors and students.  The successful candidate needs to be self-motivated, with excellent communication, administrative and organisational skills and the ability to relate well to both adults and children.  Experience of using Microsoft Office, including Word and Excel, is essential.  Experience of SIMS is desirable.  


MAIN DUTIES

· Undertake reception duties, answering routine telephone and face-to-face enquiries from staff, students, parents/carers and visitors to the school. Ensure the signing of students and visitors in and out to comply with the school’s safeguarding procedures.

· To assist in making arrangements for visitors to the school and school trips.

· To assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/carers and or staff etc.

· To be a designated person to administer first aid.

· To co-ordinate the arrangement of meetings, appointments etc.  

Administration

· Undertake word processing and other ICT based tasks including the production of letters, reports, schedules, orders etc.

· Provide general administrative support, e.g. reprographics, photocopying, filing, scanning, emailing, faxing and completing routine forms and responding to routine correspondence.

· Maintain manual and computerised records and/or management information systems e.g SIMS (pupil data), FMS (order processing), Parentmail, ParentPay and Microsoft packages.

· Maintain and collate pupil reports, including school census information, and that routinely required by the local authority and DfES.

· Take notes at meetings and circulate to attendees, e.g. staff meetings.

· Sorting and distributing the internal and external mail.

· Undertake routine administration of school lettings and other uses of school premises.

· Provide routine clerical support in relation to examination invigilation as and when required.  

· Provide routine clerical support in relation to the production and distribution of specific materials, e.g. school newsletters, school prospectus, standard letters etc.  

Resources

· Undertake general financial administration e.g. processing orders/payments, petty cash etc, and preparing statements for individual budget holders.

· Operate office equipment, e.g. photocopier; fax machine etc, and ICT packages (Word Excel etc) in accordance with manufacturers instructions.

· Maintain stock and supplies of resources, cataloguing and distributing as required.

· Operate uniform or other ‘shops’ within school.

· Provide general advice and guidance to staff, pupils and others.

· Keep display boards around the school up to date and in good order.

Support for the School

· Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference to help ensure everyone has equal access to the services of the school and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.

· Contribute to the school ethos, aims and development/improvement plan.

· Work as part of a team, appreciating and supporting the role of other people in the team.

· Attend and participate in meetings as required.

· Undertake personal development through training and other learning activities, including performance management as required.

· Some flexibility will be required to work after-hours eg Open Evenings and other after-school events (time off in lieu of hours worked as agreed with Line Manager).


Note	This is not a comprehensive list of all tasks which may be required of the postholder. It is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All staff are responsible for the implementation of the Health and Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

School has approved a policy on Equal Opportunities in Employment and copies are freely available to all employees.

			

PERSON SPECIFICATION


	Personal Attributes Required
(considerations)
	Essential (E)
or
Desirable (D)
	Method of Assessment
(suggested)

	
	
	

	QUALIFICATIONS/TRAINING
	
	

	
Level 2 qualification in Numeracy/Maths and Literacy/English or equivalent qualification.

NVQ Level 3 in Administration or equivalent qualification or experience 

	
D



E
	
AF



AF +I

	EXPERIENCE
	
	

	
Experience of clerical/administrative/financial work.

Knowledge of relevant policies/codes of practice and an awareness of relevant legislation.

Appropriate knowledge of First Aid.

Basic awareness of inclusion, especially within a school setting.

	

D

D


D

E
	

AF + I

AF + I


AF + I

AF + I


	SKILLS/KNOWLEDGE/APTITUDES
	
	

	
Communication & Influence
Actively listens to what others have to say and gains support for own opinion.  Asks open questions and ensures that there is no confusion or ambiguity to the listener.  Ensures own case is consistent when seeking support.

	



E
	



AF + I

	
Team working
Demonstrates a non-judgemental approach to values, views and needs of others.  Sees other people’s point of view and encourages and respects views that are different from own.  Takes time to get to know people and how they operate.
	


E
	


AF + I




	Organisational awareness
Keeps up-to-date on changes/new developments in own and other areas of the schools activities and their impact on the schools performance.

	

E
	

AF + I

	Adaptability
Supports the change process, remaining positive during times of change.  Willingly co-operates with others and highlights potential problems in a positive and supportive way.

	

E
	

AF + I

	Use of technology
Is able to use and understands the purpose of Information Communication Technology (ICT) and is able to use it for routine and pre-set purposes.  Is able to share skills and knowledge with colleagues and has a willingness to remain proficient as the technological needs of the school change.

	


E
	


AF + I

	Professional Values and Practice
Ability to build and maintain successful relationships with pupils and adults, treating them consistently, with respect and consideration.

Ability to work collaboratively with colleagues both within school and other organisations, and carry out the role effectively, knowing when to seek help and advice.

Ability to improve own practice through observations, evaluation and discussion with colleagues.

	


E



E




E
	


AF + I



AF + I




AF + I


	SPECIAL REQUIREMENTS
	
	

	
	
	

	Requirement to complete Support Staff Induction Programme.
Requirement to complete Appointed Persons First Aid at Work training.

	E

E
	I

I











St Michael’s Church of England High School is a caring Christian community.  The successful candidate must demonstrate the ability to support this ethos.

The School is committed to safeguarding and promoting the welfare of young people and expects all staff to share this commitment: http://www.stmichaelshigh.com/images/2021/Policy_changes_feb_2021/Whole_School_Child_Protection_Policy_v6.doc.pdf

For Application Form, Job Description and Person Specification, see link below and return application form to school email address vacancies@stmichaelshigh.com
[bookmark: _GoBack]
The school will undertake all of the DfE pre-employment checks outlined in the statutory guidance Keeping Children Safe in Education. If your application is successful, we are legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before your appointment is confirmed.  For posts in regulated activity, the DBS check will include a barred list check. All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’.  Information can be found at https://www.gov.uk/government/publications/filtering-rules-for-criminal-record-check-certificates/new-filtering-rules-for-dbs-certificates-from-28-november-2020-onwards

Appointment to this post is subject to a satisfactory enhanced DBS check, 2 satisfactory references, and verification of qualifications.
[bookmark: _Toc524688850]




How to Apply
Application Process
The application process for this role is a 2 stage process:
· Application form
· Interview process
To be considered for this role you must complete the LDST application form.  We are unable to accept CV applications, or applications from agencies.
Once the closing date has been reached all applications will be reviewed.  The candidates who best demonstrate the skills listed in the person specification in their application will be invited to interview.
To ask any questions, or to submit your completed application form, please email vacancies@stmichaelshigh.com or contact the School Office on 0151 924 6778
LDST reserves the right not to progress candidates to the next stage of the process, or not to appoint to the role, if candidates fail to demonstrate the essential criteria in the person specification.
Applicants from overseas, outside the EEA, are advised to obtain an overseas criminal check before they apply for a visa as the post is in the education sector.

Closing Date:			09.00 am on Monday 26 July 2021
Interview Date:			TBC
Start Date of Post:			6 September 2021
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Liverpool Diocesan Schools Trust

Jesus grew in wisdom and stature

St James' House, 20 St James Road, Liverpool L17BY THE CHURCH
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Liverpool Diocesan Schools Trust is a company limited by guarantee. Company Number 09235635




