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Weald of Kent

Grammar School

Data Apprentice

Job Description



Employment Status:

Full Time/Part Time:
Grade:
Salary:

Hours:

Term-Time/All Year Round:
Start Date:

Closing Date:

Interview Date:

Location:

Fixed Term (duration of apprenticeship, usually 12-15
months)

Full-Time

Apprentice

£14,566.15 per annum (for first year of apprenticeship, to
increase after this)

37 Hours Per Week (in a pattern to be agreed by your line
manager)

All year round

As soon as possible

Wednesday 26" March 2025, 9am*

Thursday 3™ April 2025

Weald of Kent Grammar School is located on two
campuses; Tonbridge and Sevenoaks. You will be required
to work at the Sevenoaks campus.

*Please note, interviews and appointments may be arranged where a
suitable candidate is found prior to the closing date.




Welcome from the Headteacher

Dear Colleague,

Thank you for your interest in the position of Data Apprentice at Weald of Kent Grammar School — where
we have a reputation for academic excellence, a focus on high quality pastoral care, guidance and support
as well as superb extra-curricular provision.

Weald is an inclusive, happy and caring learning community that is ambitious for all of its students, seeking
to ensure that they are challenged to make the very best of their abilities and to achieve success in all they
do. All the staff, both teaching and support, play an integral role in achieving this.

Everything we do at Weald is underpinned by our three core values: curiosity, courage and compassion as
well as our belief that ‘the whole child is our whole point’.

If you have the energy, passion and integrity to bring to this role, you can look forward to working with a
highly qualified, skilled and committed staff team who work extremely hard for their students, and who are
proud to teach at Weald of Kent Grammar School.

But most importantly, you will have the pleasure of working with the most inspiring students — the very best
ambassadors and advocates for their school.

| hope you will want to learn more about the school by visiting our website here and that you are motivated
to join our team and take Weald of Kent Grammar School to the next stage of its development.

Yours sincerely

Richard Booth
Headteacher


https://www.wealdofkent.kent.sch.uk/

Weald of Kent Grammar School is a selective girls academy (with a mixed Sixth Form) for approximately 2000 students
aged between 11 and 18. The school operates across two campuses located at Tonbridge and Sevenoaks in West Kent.
The school is over-subscribed each year for the 270 places in Year 7. Students join the school from a range of areas
around West Kent, East Sussex and South East London from a variety of different backgrounds.

Our students achieve at the highest level academically. In 2024, 62% of our GCSE entries were awarded 9/7grades
placing Weald in the top 10% of schools nationally for value added. At A level, 64% of our entries were awarded A*-B
grades and the vast majority of our students move from Weald into higher education. Our students are highly able,
motivated and a delight to teach. Students enjoy positive and co-operative relationships with staff and it is very rare if
an external visitor to the school does not comment on the high calibre of the students.

We are particularly proud of the work we have done to create a strong pastoral system and students enjoy a
comprehensive programme of PSHE throughout their time at school. This is taught by form tutors and ensures that
strong relationships can be built and maintained. We encourage our students to be active and responsible citizens
through a variety of charitable and community activities. The school operates a very successful House system, led by
student House Leaders, which encourages integration between the year groups and provides leadership opportunities
for students. Similarly, a strong Head Girl and Senior Prefect team and School Council ensure that the student body has
a voice within the school and that younger students are supported. Currently we are launching a programme, involving
our KS5 students, to help local primary schools with a range of outreach activities.

Outside of the classroom we are fortunate in having staff who provide a wide range of extra-curricular opportunities for
students, which is central to our ethos. Sport plays an important part in the life of the school and we are successful at
national and regional level in a number of sports including Trampolining, Rugby, Cricket and Athletics. Similarly, we have
many opportunities for students to showcase and develop their talents in Music, Dance, Drama and the Arts, including
an annual school variety performance and a range of different concerts. We enjoy a successful Duke of Edinburgh
scheme, involving over 700 students. Our commitment to this ethos is reflected in our curriculum provision where a
number of enrichment days are set aside, the timetable suspended, and students take part in a number of activities and
events that allow them to develop and prepare for life beyond the school.

The Sixth Form

We are proud of our thriving and ever growing Sixth Form that has an excellent academic reputation and provides first
class guidance and support so that students enjoy a positive and successful post-16 experience and leave us well
prepared for life beyond school.

With over 500 students in the Sixth Form, we offer an extensive choice of A Levels taught in excellent facilities by subject
experts. Each year we warmly welcome a large number of external applicants who meet our entry requirements.

In addition to A Levels, students have the opportunity to take the Extended Project Qualification (EPQ) which develops
skills of analysis and independent research, vital for success in undergraduate study. Students follow a wellbeing
programme, including PSHCE and Physical Education provisions.

Weald Sixth Formers continue their education at some of the most prestigious universities in Britain and abroad. To
support our students in achieving this, we run an extensive Higher Education programme that includes Oxbridge
preparation as well as clear guidance on ‘informed choices’, Russell Group Universities and the UCAS process as well
information about other pathways they may suit some of our students

However, our Sixth Form is about so much more than excellence in academia and we offer a wealth of leadership and
extra-curricular opportunities. The prefect team are an integral and highly valued part of the Sixth Form. Lead by our
two Head Girls they are a dynamic team who coordinate a large amount of activities giving them brilliant leadership
opportunities.

Curriculum

We run a three-year KS3, although students begin their GCSE courses in Science in Year 9 allowing them all to do 3
separate sciences at GCSE. Our KS3 students, study a modern foreign language alongside the other national curriculum
subjects, with the opportunity to take an additional language in Year 9. At KS4, students’ study for ten GCSEs, which
includes a Language option and a Humanities option. In the sixth form most students’ study 3 A Levels, with the most
able being given the opportunity to study four. This is supplemented with the range of opportunities detailed above.



About the Post

Reporting to: SIMS Administrator

Weald of Kent are looking to appoint an efficient and effective individual to work in our Data & MIS team.
The successful candidate will support the development and maintenance of data systems across the
Academy and produce a variety of data reports in different formats. Previous experience in working with
data processes and/or school Management Information Systems (MIS) would be an advantage, but not
essential as full training will be provided.

NowsSkills apprenticeship training programmes are delivered virtually by a fully qualified and industry
experienced training team. Using their expert knowledge, the programme has been built around the real-
world use of modern technology, so that the skills can be directly applied in the workplace.

Throughout the apprenticeship learners receive coaching, help and guidance from a dedicated team who are
there to ensure they get the most from their work experience.

Successful completion of this apprenticeship gives you an accredited Level 3 Data Technician.

https://nowskills.co.uk/data-technician-
apprenticeship/#:~:text=The%20Level%203%20Data%20Technician%20Apprenticeship%20has%20a%20dura
tion%200f,you%20will%20receive%20your%20qualification.



https://nowskills.co.uk/data-technician-apprenticeship/#:~:text=The%20Level%203%20Data%20Technician%20Apprenticeship%20has%20a%20duration%20of,you%20will%20receive%20your%20qualification
https://nowskills.co.uk/data-technician-apprenticeship/#:~:text=The%20Level%203%20Data%20Technician%20Apprenticeship%20has%20a%20duration%20of,you%20will%20receive%20your%20qualification
https://nowskills.co.uk/data-technician-apprenticeship/#:~:text=The%20Level%203%20Data%20Technician%20Apprenticeship%20has%20a%20duration%20of,you%20will%20receive%20your%20qualification

Our Commitment to You

Staff are our most valued asset and we place a high emphasis on staff well-being and professional development, no
matter what stage of your career you are at. We pride ourselves with the supportive and inclusive nature of the school
and ensure that we foster a friendly working environment. As part of our commitment to staff well-being and
development, we offer the following to teaching staff:

Professional Development

= Research led CPD programmes, tailored to individual’s aspirations, which are based both in school and across the
wider Trust.

= A full induction programme for all new staff.

= ECT’s will have a lower teaching load, timetabled mentoring sessions and a full programme of training and
induction activities.

= Unlimited access to the National College CPD platform.

= An additional INSET day at the beginning of the academic year dedicated to teacher planning and preparation.

=  Our “No lesson judgements” policy ensures lesson observations are developmental and supportive.

= One INSET day a year dedicated to moderation and curriculum preparation.

Staff Welfare

= Data capture that is measured and timely - we report progress home three times a year.

=  Minimal written reports.

= No requirement for teachers to submit lesson plans, even for lesson observations.

= Teaching staff are only required to do a maximum of one twenty minute duty each week.

= Supportive yet challenging governance, which understands that teachers are our most valuable resource.

= We are a school that appreciates the importance of family. We do our best to support staff when there are issues
and requests for additional leave regarding family events and an Additional Leave policy that supports staff when
they may need time off school.

= Ateaching load of 42/50 one-hour periods of teaching per fortnight maximum.

Support
= The school calendar is planned in advance across the whole year so people know what is happening and when.
= In-house cover supervision team.
= A comprehensive pastoral team to help with supporting our students with behaviour and wellbeing.
= A highly effective and proactive support staff that play an important role in supporting teaching and learning.
= A Marketing, Events and Visits team that are responsible for organising key school events and trips.

Benefits

= School budgets are set making the assumption that everybody will get their incremental pay rise.
= Cycle to work scheme.

= Healthcare cash plan.

=  Occupational health support.

=  Priority admission for staff children (see admissions policy on school website).

= Employee Discount Scheme (Multiple Retailers — Kent Reward Scheme).

= QOpportunity to perform paid lunch-time duties (with free lunch).

=  Free annual flu vaccination.

= Employee Assistance Programme.

= Free tea and coffee provided in the staff room.

= Use of onsite canteen offering hot meals and salad bar.

= QOpportunities to participate in enrichment activities e.g. theatre visits.

= Opportunities for flexible working.

=  Free on-site parking.

=  Membership of the Teachers' Pension Scheme (TPS) or Local Government Pension Scheme (LGPS).

Environment
=  Pleasant working environment with very well-behaved students.
= Eleven acres of school grounds set in Green Belt land at Tonbridge Campus.


https://www.teacherspensions.co.uk/
http://www.lgps.org.uk/lge/core/page.do?pageId=97977

Job Description

To learn and be able to use Arbor, our Management Information System.

Assist with setting up and maintenance of marksheets within Arbor.

Assist with checking and making necessary corrections on marksheets within Arbor.
Assist with the publication of reports to parents and carers.

Learn to extract data from Arbor by using existing reports and creating custom reports.
Analysis of report data from Arbor using Excel spreadsheets and/or tools within Arbor.
Assist with maintenance and amendments of student records including their timetables.
Assist with single and bulk enrolment of students into Arbor.

Assist with the completion and submission of the school census.

Assist with importing and exporting data to and from Alps.

Assisting the Admissions Manager at peak times.

Support with other administration and maintenance tasks as required.

Cover reception at lunchtimes for half an hour and other ad hoc periods of time. This will include answering the
telephone, receive visitors to the school and deal with routine enquiries.



Person Specification

Qualifications

5 GCSEs grades A*-C/9-4 or equivalent (including English Language and Maths) | v |
Skills & Knowledge

Experience in the use of the Microsoft suite of programmes including Word, Excel and v
Outlook with good keyboard skills

Experience of working as part of a team 4
Ability to concentrate on detailed work v
Capacity to work hard, under pressure, to meet deadlines and manage time effectively v
Personal Attributes

Have a positive approach with a desire to succeed v
Energy, enthusiasm and perseverance v
Confidence and desire to develop ability to communicate with people at all levels through v

good written and oral communication skills

Good record of attendance and conduct at school/college or in previous employment during v

the last three years

Good interpersonal skills v
Professional appearance and manner v
Positive commitment to individual personal development v
Reliability and integrity v
Ability to work independently and in a team and to organise/prioritise own workload v
Ability to build supportive working relationships with colleagues v
Commitment to supporting the full life of the school v
Equal Opportunities

A commitment to inclusive education v




Applications

can be found on our website or on tes.com and should be sent to Human Resources at . The
communication should set out how your proven relevant experience relates to this role. For safer recruitment purposes application forms
need to be completed in full and CV’s will not be accepted.

References
References may be taken up before being short-listed, please indicate on
your application form if you have any objection to us contacting the referee prior to interview.

Safeguarding Duties and Responsibilities
This role is a teaching or teaching support role involving extensive contact and responsibility for children.

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to
share this commitment. The successful applicant will be expected to uphold this duty and be responsible for promoting and safeguarding
the welfare of children and young persons for whom they are responsible, or with whom they come into contact, and so to adhere to and
ensure compliance with the school’s Safeguarding Policy at all times and complete appropriate training. If in the course of carrying out
the duties of the post the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the school,
they must report any concerns to the school’s Designated Safeguarding Lead or to the Head.

Applicants will be required to undergo child protection screening appropriate to the post. Since this role involves ‘regulated activity’ with
children, the successful applicant will be required to complete a Disclosure and Barring Service (DBS) disclosure application. Employment
will be conditional upon the School being satisfied with the result of the Enhanced DBS check and the outcome of all the other checks. I

The School will also carry out a check of the Children’s Barred List on the successful applicant. Applicants should be aware that it is
unlawful for the School to employ anyone to work with children if they are barred from doing so, and it is a criminal offence for a person
to apply to work with children if they are barred from doing so.

This role is also exempt from the and the School is therefore permitted to ask shortlisted applicants
to declare all convictions and cautions (including those which are ‘spent’ unless they are ‘protected’ under the DBS rules) in order
to assess their suitability to work with children.

Please read our safer recruitment policy & before completing your
Please also be aware of our

More Information
For more information on the role, or to come and visit Weald of Kent prior to applying then please contact HR on . We
look forward to hearing from you.


https://www.wealdofkent.kent.sch.uk/attachments/download.asp?file=2668&type=pdf
mailto:HR@wealdgs.org
https://www.legislation.gov.uk/uksi/1975/1023/contents/made
https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide
https://wokgs.sharepoint.com/sites/WGS-Staff_Intranet/Shared%20Documents/Forms/Folder%20View.aspx?id=%2Fsites%2FWGS%2DStaff%5FIntranet%2FShared%20Documents%2FStaff%20Policies%2FHR%20Policies%2FHR%20Policies%2024%2D25%2FSafer%20Recruitment%20Policy%2Epdf&parent=%2Fsites%2FWGS%2DStaff%5FIntranet%2FShared%20Documents%2FStaff%20Policies%2FHR%20Policies%2FHR%20Policies%2024%2D25
https://wokgs.sharepoint.com/sites/WGS-Staff_Intranet/Shared%20Documents/Forms/Folder%20View.aspx?id=%2Fsites%2FWGS%2DStaff%5FIntranet%2FShared%20Documents%2FStaff%20Policies%2FHR%20Policies%2FHR%20Policies%2024%2D25%2FRecruitment%20of%20Applicants%20with%20a%20Criminal%20Record%20Policy%2Epdf&parent=%2Fsites%2FWGS%2DStaff%5FIntranet%2FShared%20Documents%2FStaff%20Policies%2FHR%20Policies%2FHR%20Policies%2024%2D25
https://www.wealdofkent.kent.sch.uk/attachments/download.asp?file=2668&type=pdf
https://www.wealdofkent.kent.sch.uk/attachments/download.asp?file=3852&type=pdf
mailto:HR@wealdgs.org

