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RECRUITMENT

INFORMATION PACK
                      building on success

SOUTHEND HIGH SCHOOL FOR BOYS
Prittlewell Chase

Southend-on-Sea

Essex SS0 0RG

Tel: 0844 477 1752
Fax: 0844 576 8707
E-mail: gd@shsb.demon.co.uk

Administration Assistant
Band 3  £16830 pro-rata

37 hours per week  term time only

We are looking to appoint a confident and enthusiastic person to provide efficient and confidential administrative support to Year Leaders at KS3.  The successful applicant will be flexible, self-motivated, to work on own initiative.  You will need the ability to work to deadlines and remain calm and tolerant under pressure. Excellent IT skills and excellent interpersonal skills are a must. A good sense of humour will help! The successful candidate will be subject to an enhanced criminal record check.

If you wish to apply please download the information and application pack from our website @ www.shsb.org.uk
Closing date: 12th July 2010

July 2010

Dear Applicant

Post:
Administration Assistant

Thank you very much for viewing this recruitment information pack.

The school and the governing body are committed to providing a quality service.  We recognise that this can only be achieved through the recruitment and retention of competent, motivated employees who are suited to and fulfilled in the roles they undertake

The governing body is committed to equal opportunities and our aim is to ensure that all applicants receive clear and useful information about the post and our school.  We hope therefore, that the following information is of help to you in deciding whether to apply for this post.  If you wish to apply for the position please download the application pack on the left of this webpage.

The guidance notes, included in the application pack, are intended to assist you in making your application and it is important that you read them before completing the application form.

If you are unclear about any aspect of the application procedure, please do not hesitate to telephone Mrs Gill Duggins on 0844 5768658.

Key information about the application process, covering the following areas, is enclosed in this pack:


Job Description


Person Specification




Guidance notes

Application Form

Equal Opportunities



     These are in the Job Application pack 
Summary of Child Protection Procedures

   
 click to open


Completed application forms should be returned to Mrs G Duggins at the above address by 12/07/10.             

For economy reasons we will not be writing to those applicants who are not shortlisted.  Therefore, if you do not hear from me within four weeks of the closing date you should assume that, on this occasion, your application has been unsuccessful.

Yours sincerely
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Robin M Bevan

Headteacher
Southend High School for Boys

Job Description

Job title: 

KS3 Administrator

Responsible to:  
Office Manager
Function:
To provide efficient and confidential secretarial and administrative support to Leaders of Year 7(Leader of KS3), Year 8 and Year 9 and Deputy Headteacher (Pastoral)

Main duties and responsibilities:

· To provide confidential secretarial and administrative support to the Year Leaders and Deputy Headteacher (Pastoral) in the form of typing, word processing, data manipulation etc.

· To arrange appointments for Year Leaders as required and enter appointments into the office diary.

· To open or sort post of Year Leaders as required and draw to their attention any urgent matters.

· To be aware of deadlines for parents’ evenings and bring these to the attention of the relevant Year Leader as necessary.

· To provide administrative support for the relevant Year Leader and Deputy Headteacher (Pastoral) in respect of organising parents evenings (letters to parents, layout of staff desks, staff list of attendance, teas, chasing absences etc).

· To assist the Deputy Headteacher (Pastoral) in the organisation and administration of sanctions (Homework Report, Community Service, Daily Detention and School Detention etc).
· To assist the SENCO in relevant support for KS3 pupils. 
· To deal with telephone calls and correspondence on behalf of the Year Leaders.  

· Taking and passing on messages to the Year Leaders and other staff whenever necessary.

· To contact parents where necessary.
· To administer the Year 6 to Year 7 induction process.
· To attend the weekly pastoral meeting, to take minutes at meetings as required and to disseminate relevant issues arising from pastoral meetings or briefings as required.

· To liaise with external agencies (EWO, Ed Psych, Attendance Officer, School Nurse etc) as required.

· Organisation of pupil inoculations with School Nurse as required.

· Ensuring staff have relevant personal medication for students on school trips.
· Logging pupils sent out of lessons, contact member of SLT as appropriate and send report home.

· To obtain work for pupils in isolation.

· To answer calls to the school switchboard as required.

· To provide support to other members of the Office Admin team as required.

· To provide first aid or care of pupils in the First Aid room as required.

· To liaise with tact and diplomacy with other school staff and others outside the school, particularly parents, OSA, governors, members of the LA and the local community generally.

	PERSON SPECIFICATION

Key Stage Administrator


	
	


	General heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	Experience of administrative work in a busy office environment

GCSE or equivalent level of education

First aid qualification (or willingness to undergo training)



	
	Knowledge of relevant policies and procedures
	Detailed knowledge of school policies and procedures

	
	Literacy
	GCSE in English or equivalent



	
	Numeracy
	GCSE in Maths or equivalent



	
	Technology
	Ability to use word processor and wide range of administrative IT packages

Ability to use photocopier

	Communication
	Written
	Ability to complete forms and write routine letters and reports

	
	Verbal
	Ability to exchange complex verbal information clearly and sensitively with students and adults

	
	Languages
	Overcome communication barriers with children and adults

	
	Negotiating
	Ability to negotiate effectively to achieve best outcomes

Ability to manage difficult or controversial exchanges

	Working with children
	Behaviour Management
	Understand and implement the school’s behaviour management policy   

	
	Curriculum
	Understanding of the learning experience provided by the school in relation to the role

	
	Health & Well being
	Understand the importance of physical and emotional wellbeing

Ability to support children who may be unwell  

	Working with others
	Working with partners
	Establish effective relationships with those 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

	
	Team work
	Ability to work effectively with other

Adults in the school

Ability to work on own



	Responsibilities 


	Organisational skills
	Good organisational skills

Ability to work accurately with attention to detail

	
	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
	Demonstrate a clear commitment to develop and learn in the role

Ability to effectively evaluate own performance


Southend High School for Boys

A brief guide to our conditions of service for support staff

Working Hours

The full-time working hours are 37 per week for all Local Government Service support staff, except for nursery nurses who were in post before 1st June, 2001 where the full-time hours are 32.5 per week.  Part-time hours are pro-rata to the full time post.

Start and finish times and working weeks for term time only staff, if not given in the post details, are agreed individually with the postholder.   As a guide pupils are in school for a total of 38 weeks per year, teaching staff are contracted to work an additional 5 non-pupil days, any additional weeks to be worked may include some attendance during closure periods.

Leave Entitlement

Annual Leave

The leave year for most staff runs from 1st April to 31st March. Other variations will be advised individually.

 EMPLOYEES WORKING A 5 DAY WEEK FOR 52.14 WEEKS PER YEAR

Basic annual salary


Less than 5 years 

5 or more years

continuous local
continuous local 

authority service
authority service

(days)

(days)


Up to spinal column point 
28

23



27

Between spinal column point 29 & 40

25



28

Above spinal column point 41


26



29

Normally the Governing Body will require the use of one of these days, on a fixed date during the Christmas closure period.

In addition to annual  leave full time employees are entitled to leave with pay on each of the eight public holidays. 

The taking of leave is always subject to the agreement of your line manager/ headteacher but would not normally be approved during term time.

Annual leave, public holidays and extra-statutory days are calculated for part-time employees and job sharers on a pro-rata basis.  

Staff contracted to work for fewer than 52.14 weeks, eg term time only, receive the appropriate pro-rata payment for annual leave, extra statutory leave and public holidays within their annual salary.

Probation

All appointments are subject to the completion of six months satisfactory service, unless you are already an employee of the Governing Body. 

Sickness Benefits

Sick Pay

Contractual sick pay is calculated on a scale that rises from one month’s full pay at the commencement of employment to six months’ full pay and six months’ half pay after five years service.

Employees on relief terms of employment or temporary contracts of employment of less than three months have no entitlement to statutory sick pay and/or contractual sick pay.

Pension

If you are employed on a contract for 3 months or more you will automatically enter the Local Government Pension Scheme; your contribution is 6% of your gross pay which will be deducted from your salary, unless you provide evidence of having opted out of the scheme (by completing and signing form PN16).

Employees on relief terms of employment or contracts for less than 3 months may join the scheme at any time simply by completing form PN10.  Employees who have never entered the scheme or have previously opted out may also apply to join/rejoin the scheme by completing form PN10.

The Pension Scheme has extensive transfer arrangements embracing schemes in both the public and private sector and the HR Pensions Unit is able to give advice if desired.

Medical

All candidates are required to complete a confidential medical questionnaire as part of the school’s pre employment clearance procedure, unless already employed in a similar capacity by the County Council/School.  Candidates must receive medical clearance prior to being appointed.
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