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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Dear Candidates

Thank you for your interest in the position of Receptionist/Administrator at Copthall School at this exciting time for our organisation.  I would like to welcome you personally, and I hope that you will find here all the information you need to inspire you to join our team. 

Copthall is on a journey to renewed success since its inspection in February 2016.   Our first monitoring visit just four weeks into my appointment in September 2016 noted that “we are taking effective action to tackle the areas requiring improvement”. https://reports.ofsted.gov.uk/inspection-reports/find-inspection-report/provider/ELS/138685
We have a completely new constituted Governing Body who have a wealth of expertise in a range of areas and are very committed to ensuring we deliver first class educational opportunities to the communities we serve and make a difference to the lives of the girls who learn with us. 
My appointment came with a mandate to make the changes which would see all students receiving consistently good teaching across all subjects.  These changes have been quickly recognised in our 2017 exam results which saw our students bucking the national trend and putting the school a huge 12% above the national average. Our students surpassed the highest expectations to exceed the National Average for All Schools and All Girl Schools. Copthall Students received 80% A*Copthall students received 80% A* - C or 9 – 4 grades, which overshadows the National Average by 12%. 30% of Copthall's students were awarded A*- A or 9-7 grades which puts them 10% above the National Average and 8% above the All Girl School National Average.
In addition to this our preliminary P8 figure has seen an outstanding increase from +0.18 in 2016 to +0.82 this summer; clearly demonstrating the significant improvements in teaching and learning across the school.

English and Maths are the first subjects to take on the new grading system, where students received a grade between 1- 9. 21% of Copthall students received the highest award possible and achieved 9-7 grade in Maths, and 25% of students achieved grade 9-7 in English exceeding both the National Average and All Girl School National Average. Furthermore, these results show an incredible 16% rise in top grades for English.

In addition to our fantastic results this year we are immensely proud of our entry into the 2017 Parliamentary Review which showcases our investment in staff development through our coaching programme.  https://www.theparliamentaryreview.co.uk/editions/secondary-education
This post is a key appointment to the school.  If you would like to discuss the role or have any queries, please call 0208 959 1937 or email recruitment@copthall.barnet.sch.uk. Visits to the school are also encouraged and welcomed.

I look forward to receiving your application.

Yours sincerely
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Evelyn Forde

Headteacher

[image: image5.png]



A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
ABOUT COPTHALL
As a girls’ non-selective comprehensive academy, Copthall offers the rare opportunity of single-sex education for students of all abilities. Behaviour across the school is exemplary. The girls are very polite, well-mannered and welcoming to visitors. Those I spoke with were articulate and spoke with conviction and understanding. They are proud of their school, friendly and respectful of others”. HMI September 2016.
Many girls stay on to join our vibrant Sixth Form, from where the vast majority progress to higher education, with a number achieving places at Russell Group universities. In addition the school also offers a strong and varied vocational curriculum. “Recent changes to leadership of the sixth form mean that provision for 16 to 19 year olds is now good” Ofsted 2016.

OUR LOCATION

Copthall School is located in one of London’s more prosperous and leafy boroughs and the area offers a wealth of good quality social, sporting and shopping facilities. That does not mean however, that we do not have to face social issues similar to many inner-city schools and there is a substantial amount of deprivation in our catchment area.

VISION AND VALUES

Our Vision and Value statements are borne from our commitment to girls education, we want to ensure that they can take their rightful place in society.  We work together to communicate the vision so that any obstacles to success are removed.

Mission Statement: Excellent education for all - A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Values: 

· Respect: Pride and respect in the cultural diversity of our school and the global environment in which we live 

· Equality for all: An environment of kindness and tolerance that demonstrates equality for all 

· Support and Safety: A school that cares and is inclusive, supportive and safe for all 

· Aspiration: Expectation and celebration of high standards of aspiration and achievement in learning and life 

· Responsibility: Being responsible and ready for learning 
Vision:
· To empower every member of the school community to reach their full potential 

· To equip our young women with the skills to enjoy, succeed and have choices in their adult lives 

· To be an outstanding first choice school for young women 

· To provide an inspirational, exciting and broad education 

· To create a positive learning environment that inspires a passion for learning so that every student progresses and thrives (this is the teaching and learning vision)

FOCUS

We have a relentless focus on improving teaching and learning; this includes collaborative planning and coaching, both of which have been hugely developmental for staff.  The way we improve teaching is through a series of steps which allow teachers to improve on one aspect of their teaching at a time before moving onto another area.  We also use leadership coaching, according to need.  Both models facilitate teachers to spend significant time on chosen aspects of their practice, in line with research into effective professional development and the motivating effect of autonomy. 

The Governors and I are confident that through the hard work of both staff and students we will build on the rapid progress that we have already begun to see.     These actions will continue to impact positively on pupil outcomes, the environment and our community so that Copthall quickly becomes, once again a ‘good’ school.
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Job Description: 


School Receptionist/Administator
Reporting to:


HR / Office Manager

Hours of Work:


8.00am – 5.00pm (Including 1 hour lunch break)


Weeks per year:


Term Time (plus two weeks/80 hours)

The remaining 80 hours will be worked in response to school needs. 

POST RESPONSIBILITIES 

· Providing an efficient receptionist/ switchboard service for the school interacting with all visitors, both on the phone and in person, promptly and courteously. 

· Being the first point of contact for all visitors to the school and ensuring that the relevant safeguarding documentation is collected and passed onto the HR Manager. 

· To deal with all incoming telephone calls, answering queries, taking messages, etc. (External calls should not be put through to an internal extension unless the recipient has been told who the caller is and agreed to take the call.)
· To ensure that all calls are answered as quickly as possible and aim to answer all within 6 rings.To distribute urgent messages as soon as possible and all messages within an hour.
· To deal with difficult situations when they arise while apparently remaining calm, courteous and patient.
· Provide administrative and clerical support within the administration team

.
RECEPTION AND SWITCHBOARD DUTIES 

· Operating the school switchboard, dealing with all calls in a polite, friendly and efficient manner, taking messages and ensuring they are forwarded to the relevant individuals
· Upholding the principles of safeguarding at all times by: 

· Adhering to the school’s safeguarding procedures for visitors 

· Checking that all visitors to the school have the necessary safeguarding proofs.

· Ensuring all visitors sign in and wear a name badge 

· Informing the HR Manager of any visitor without the necessary safeguarding proofs 
· Welcoming all visitors, staff, parents and students in a polite and friendly manner.
· Printing all access control passes for staff and students as directed. 
· Ensuring the reception area and adjacent meeting rooms are tidy and well maintained.
· Ensuring the daily dispatch of the post. 
· Word processing school documentation as required
· Providing general administrative support as directed. 
· Manage school enquiries email. Forward emails to relevant colleagues daily.
· Assisting and signing for deliveries and safely storing packages. 
· Being responsible for arranging and updating the reception cover rota for daily breaks, post and school events.

OTHER GENERAL ADMINISTRATION DUTIES 

· Undertaking a variety of shared general school administrative jobs when required. 
· Producing a variety of documents, PowerPoint presentations and Excel databases. 
· Liaising with staff, students, visitors and external agencies in a professional manner. 
· Undertaking first aid training and once qualified administering first aid to staff and students as directed. 
· Evaluating and improving own practice, which may lead to improvements in the day to day running of the school and taking responsibility for personal professional development. 
· Participating fully in the appraisal process. 
· Performing any other duties, including covering the essential work of absent colleagues, commensurate with the grading of the post, as directed by the Line Manager 
· Being committed to safeguarding and promoting the welfare of children and young people and following the safeguarding policy. 

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties. 

The post holder will be expected to carry out all duties in the context of and in compliance with all the school’s policies and procedures and in compliance with Copthall School Equal Opportunities Policies and Code of Conduct. All the above duties are to be carried out in line with current Health and Safety legislation. 

Person specification – School Receptionist 

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE

	5+ GCSE’s A*- B, including English and Maths
	· 
	

	NVQ level 2 in administration or equivalent 
	
	· 

	EXPERIENCE

	Experience of working within an educational environment or with young people (on reception) 
	
	· 

	Experience of working in a busy environment and the ability to respond positively to high work demands and at times, extreme pressure 
	· 
	

	Experience of handling confidential information appropriately 
	· 
	

	Experience of maintaining and developing databases and producing reports 
	· 
	

	Experience of undertaking a range of clerical and administrative duties, including data input and retrieval 
	· 
	

	KNOWLEDGE AND SKILLS

	Good working knowledge of IT packages including Microsoft Word, Excel and Outlook 
	· 
	

	Excellent interpersonal skills with the ability to interact effectively and professionally with young people, colleagues and parents 
	· 
	

	Good literacy, numeracy and ICT skills 
	· 
	

	Excellent administrative and organisational skills 
	· 
	

	Ability to work within the school policies, procedures and expectations
	· 
	

	Ability to prioritise workloads and work to given deadlines 
	· 
	

	Excellent accuracy and a meticulous attention to detail 
	· 
	

	Ability to work in an organised and methodical manner
	· 
	

	Ability to work as an effective team member 
	· 
	

	Ability to maintain efficient record keeping systems 
	· 
	

	A working knowledge of the SIMS database 
	
	· 

	Ability to be remain calm and effective in the face of difficult situations and pressure
	· 
	

	Ability to convey straightforward information, orally and in writing to colleagues, students and parents 
	· 
	

	PERSONAL QUALITIES AND ATTRIBUTES

	Proven tact and diplomacy when dealing with adults and young people. 
	· 
	

	Commitment to following school expectations with regard to professional behaviours 
	· 
	

	Reliable, honest and trustworthy
	· 
	

	A ‘can do’ attitude 
	· 
	

	Energy, enthusiasm and commitment 
	· 
	

	Committed to safeguarding and promoting the welfare of children and young people and following the safeguarding policy 
	· 
	

	SPECIFIC TO THIS POST

	Excellent telephone manner 
	· 
	

	Experience of working on a busy reception/ switchboard 
	· 
	

	The ability to multitask effectively
	· 
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