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Wolfreton School and Sixth Form College
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	Headteacher and Chief Executive Officer
	
	Dave McCready

	Associate Headteacher
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	Telephone Number
	
	01482 659356

	Email
	
	enquiries@wolfreton.co.uk

	Website
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December 2017
Dear Applicant

Thank you for your interest in our vacancy for a permanant Administrative Assistant (Learning Support) .

Wolfreton School and Sixth Form College is a large and forward thinking school and is a part of  a newly formed Multi Academy Trust ; The Consortium Academy Trust (TCAT).  We are an ambitious community and recognise the impact of exceptional staff on the development of our positive and engaged student body.  

We are seeking to appoint a highly motivated, energetic and reliable person to provide a high level of customer service to the staff and students.  Under the direction of the SENCo the successful candidate will be required to use well-developed communication and ICT skills to manage a complex workload.  High standards of accuracy are essential as is the ability to deal with sensitive information maintaining confidentiality as all times.  Experience of working within a similar position in a secondary school is desirable, but not essential.

The successful candidate will possess excellent inter-personal skills and will be required to communicate effectively with, members of the teaching and support staff, parents, students and outside agencies alike.  

We are looking for a committed member of staff who, has GCSE passes in Mathematics and English,has the ability to work with the minimum of supervision, possesses excellent communication skills and is highly organised. The successful candidate will join our Learning Support Department which consists of SENCO, 2 SEN teachers, 2 HLTAs and a team of Teaching Assistants who work across all Key Stages.  
The hours for this role are 6 hours per day, 8.30 am – 3.00 pm with a 30 min unpaid lunchbreak.
(there is a small degree of flexibility with hours, as agreed with SENDCo)

Last Summer we moved into our new single site, purpose built school.  With state of the art facilities and a real commitment to the values encapsulated in our strapline, ‘The Wolfreton Way – Excellence, Endeavour and Respect’, the school really is at an exciting stage of its development.

You will find information about the school, the role and the application process in this pack.  Please visit our website www.wolfreton.co.uk for further information about Wolfreton School and Sixth Form College.  

How to apply

Complete the enclosed application form and return to - 
Wolfreton School and Sixth Form College, Well Lane, Willerby, E Yorkshire, HU10 6HB
(Electronic applications are accepted.  Please email to enquiries@wolfreton.co.uk)
The closing date is 9:00am am Monday 11 December 2017.  Interviews for the post are scheduled to take place on Thursday 14 December 2017.
We regret we are unable to acknowledge receipt of postal applications.  If you have not heard from us within two weeks of the closing date you should assume that your application has been unsuccessful on this occasion.
I look forward to receiving your application and wish you every success with it.

Yours sincerely
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D A McCready
Headteacher

OUR VALUES and OUR GOALS
At Wolfreton, we want everyone to fulfil their potential, to excel and to leave prepared to achieve all of their ambitions. To enable this to happen, we are all committed to simple and straightforward values and goals.

OUR VALUES

Excellence
We encourage our students to be INSPIRATIONAL
Endeavour
We promote the qualities of 

DETERMINATION and COURAGE
Respect
We are firm advocates of 

FRIENDSHIP and EQUALITY
OUR GOALS

Create

An inclusive caring environment that enables every student to enjoy learning and achieve their academic potential.

Prepare

Responsible young adults who value learning, helping them to make a positive contribution to society.

Develop

Self-confidence, motivation, aspiration and commitment in every student, celebrating all achievements.

Respect

Every young person’s right to learn while encouraging them to stay safe, be healthy and enjoy equal opportunities.

Provide

All students with a broad and balanced curriculum, enabling them to develop and achieve economic well-being.
GENERAL SCHOOL INFORMATION

Wolfreton School and Sixth Form College is a large comprehensive school with over 1500 students on roll, including 230 in the Sixth Form.  We are a successful school with a positive and engaged student body and a dedicated and talented staff.  

The school is set in the attractive leafy suburbs of the East Riding of Yorkshire close to the Wolds and only seven miles from the market town of Beverley.  The catchment area covers the pleasant residential districts of Willerby, Kirk Ella and Anlaby in the East Riding of Yorkshire.  These are relatively affluent areas with good quality housing and access to varied leisure opportunities.  Proximity to the M62 ensures easy access to the motorway network and other major cities in Yorkshire and beyond.

Historically Wolfreton was a split-site school, however in August 2016 we took possession of our new single site school.  Having had the opportunity to work with the design team and construction company during the build period, many have had an input into the new school.  This has ensured that the building really can deliver.  Staff and students alike are now enjoying the benefits of high quality accommodation, equipped with the latest technology and specialist facilities that are among the best in the region.  

Wolfreton is a good and ambitious school.  This was recognised by Ofsted in our most recent inspection in October 2013, when the achievement of students, quality of teaching, behaviour and safety of students and leadership and management were all judged to be good.  Since then, we have seen continuing improvements across the school.  Staff are ambitious and students are too.  Levels of progress are also good and in the new measure, the school achieved a positive Progress 8 score of 0.24 in 2016.  Students are keen to work with staff and take advantage of the many opportunities they are offered.  

Standards of attainment at Wolfreton exceed the national average.  In 2017, 87% of students gained a grade 4 in English and 78% did so in maths.  Students enjoy access to a broad and balanced curriculum, and specialist teaching ensures that engagement and progress can continue to increase for all.  

The Sixth Form College is focussed on providing high quality teaching and care to secure the best achievement and outcomes for all.  As a school, we have a long history of partnership working in this area, being a part of ‘The Consortium’, a widely recognised successful sixth form partnership with two other local schools.  Students are able to study at Wolfreton as well as having the option to study subjects at either of the other Consortium schools. The Sixth Form has a dedicated suite of teaching rooms and facilities within the building, giving it a bespoke Sixth Form College feel in this area.  Sixth Form students play a full roll in the life of the school, but equally will continue to enjoy the advantages of this dedicated provision.

Wolfreton teachers are known for their caring approach with all students and we are committed to providing strong and effective pastoral support.  Our established House system creates a smaller family feel in a large school.  Each tutor group belongs to one of our five Houses, with tutors in this team led by a Head of House who is a member of the teaching staff, and a non-teaching House Pastoral Manager.  A Senior Pastoral Manager also works across the Houses to ensure that we can deliver the very best for students.  Heads of House are committed to developing the ethos of their House.  As well as recognising successes, they focus on student progress and lead valuable opportunities to work collaboratively through inter-house competition and charity challenges.
As a school we firmly believe opportunities and experiences play a huge role in enabling young people to develop their skills and attributes beyond the classroom.  The school prides itself on the wide range of extra-curricular opportunities offered to our students.  Annually, students have the chance to join or take part in over 250 teams, clubs, and events.  Staff give a great amount of time to these and the students and school have achieved many accolades in the widest range of fields.

The school has a strong community ethos.  We have built close links with the world of business and have developed links both nationally and internationally, for example with the Rushanje School in Uganda, who we continue to support through charity initiatives.   

Wolfreton remains a popular choice for secondary education.  Our annual intake of 270 students is taken mainly from five neighbouring primary schools, with whom we have excellent and close relationships.  We are also committed to high quality induction and ongoing training and staff development.  Wolfreton has retained the Investor in People Award for 18 years; in our most recent assessment we were awarded the IIP Gold Standard.  
Multi Academy Trust

Wolfreton has enjoyed a long, successful informal partnership at Sixth Form Level with two local secondary schools, Cottingham High School and Hessle High School. 
The Consortium Academy Trust, based in the East Riding of Yorkshire, was formed in September 2017 by the coming together of Cottingham Academy Trust, The Hessle Community Academy Trust and Wolfreton School and Sixth Form College to form a new Multi Academy Trust, approved by the Department for Education (DfE) as an Academy Sponsor.
It is not envisaged that there will be any significant changes to the day to day operation of each school and staff, although employed by the MAT, will be recruited to a particular school. There will however be opportunities for interested staff to engage in MAT-wide activities in order to enhance their professional development.

The MAT marks an exciting time in the development of Wolfreton School and Sixth Form College and further details are available to potential applicants if required.   



Wolfreton School
and Sixth Form College


Job Description
Job Title:

Admin Assistant – Learning Support


Permanent,  30 hours per week, term-time only
Point 14 - £16,781 (£11,289 pro-rata)







MAIN PURPOSE OF THE JOB

· To provide clerical and administrative support to the Learning Support Faculty.

· Responsible for management of day to day routine clerical tasks e.g. sorting of post, ordering of resources, filing, typing of letters, distribution of information.

· Deals with the preparation and collation of documentation involved in the LA assessment process; including requesting information from external agencies as appropriate and ensuring that deadlines for completion and return of paperwork involved in the assessment process are adhered to by the school.

· Liaises with teachers, parent and external agencies – answering routine enquiries and requesting information as necessary.

· Creates and maintains systems for monitoring the collection of information and data on provision (using Blue Hills software) on all students on the Learning Support register.

· Maintains and updates the Learning Support register as required.

· Distributes information to external agencies and teachers.

· Oversees the Annual Review process for students with Education Health Care Plans; timetabling reviews across the year to comply with statutory guidelines and circulating completed documentation.

· Carries out the School Review process – collecting and sorting reviews and monitoring return.

· Records and updates information on the Learning Support database and maintains the manual system.

· Monitors Learning Support provision through input of TA hours and details of individual student allocation of time.

· Maintains records of training needs and training undertaken by teaching assistants.

· Organises minibuses and taxi provision for individual students.

· Organises paperwork – minutes and agendas for Social Inclusion meetings.

· Organises meetings with external agencies and ensures this information is recorded and passed on to the relevant parties.

· Enters Census and detailed Learning Support review information on to Sims.

· Assist with exam Access Arrangements.

· Scans and collates information to be retained on network for electronic retrieval.
· Records insulin usage for diabetic students using the medical room.  
· Performs such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.
PERSONAL SPECIFICATION FOR ADMIN ASSISTANT (Learning Support)

	Category
	Essential
	Desirable
	Evidence
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