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Head Teachers Welcome





[bookmark: _Hlk145417435]Dear Applicant,
Thank you for your interest in this post. I hope that you will find our information useful and that you will decide to apply for the post. Hodge Hill College is a dynamic and innovative place to work. It has undergone massive improvements in the last six years during which time our exam results have increased significantly year-on-year and our campus has been transformed. We are a happy, confident school with a track record of innovation. In October 2021, OFSTED endorsed our view that we are a good school. We believe that our potential is far greater and continue to strive to reach this goal.
GCSE results have increased significantly, with a strong performance in all curriculum areas leading to high A8 and P8 scores. If your application were to be successful, you would be joining a creative, professional environment and a team with a strong sense of purpose and commitment to ensure all our pupils achieve. As a new colleague, you can look forward to a strong support network to help you progress in your career.
We want to recruit dedicated, dynamic, committed people, who will help us further improve outcomes for all our pupils. So, if this brief snapshot of the school appeals, and if you think you have what it takes to work with us, we look forward to receiving your completed application form.
If you have not received an invitation to interview within two weeks of the advertised closing date, please assume that an appointment has been made.
Yours faithfully,
Hannah Herrmann
Headteacher










Safeguarding StatementGrade 3 – Cover Manager

Hodge Hill College 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 candidate will be requested to apply for Enhanced Disclosure from the Disclosure and Barring Service, although a criminal record will not necessarily be a bar to obtaining the position.

	Post Title:
	Cover Administrator 

	Responsible to:
	Assistant Head Teacher or School Business Manager

	Responsible for: 
	-

	Working Time:
	15 hours per week 

	Contract
	Permanent  

	Salary
	Grade 3 - (£25,119 - £31,364)



Main Duties:
The following list is typical of the level of duties which the post holder will be expected to perform. 
It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time.
	

	
	Managing Cover

· To manage and lead on administrative procedures to organise, administer and co-ordinate the daily provision of internal and external cover for absent teaching and non-teaching staff 
· Outside the daily cover administrative work, under the direction of the School Business Manager, work as part of the Administration Team to support the efficient and effective running of school operations across a wide range of administrative areas

	
	· Taking absence calls, following relevant absence recording procedures and making calls to check in on absent staff daily (AM and PM) maintaining confidentiality at all times
· Processing all leave of absence requests/Cover requests once authorized by Headteacher/Business Manager
· Organising any emergency cover
· Responsible for ensuring supply teachers are fully briefed and act as their main point of contact
· Keeping an up to date and accurate record of all cover used within the school
· Organising cover for staff absence (both planned and unplanned) via cover supervisors and available staff and agency contact - short term and long term, complying with school preferred supplier arrangements, where possible
·  Linking in with Senior Leaders as required to ensure the appropriately trained supply staff needs are met in line with the school needs
· Monitoring pre-planned absence periods to ensure cover is organised in advance, where possible
· Processing any re-rooming requests
· Adhering to safeguarding processes for agency cover teachers/supervisors - ensuring vetting checks and assurance letters are received for supply and temporary staff, that the information is checked and is compliant with school safeguarding procedures, and that this is communicated to the relevant colleagues to ensure the single central record is updated and remains accurate
· Logging cover that has been arranged and communicating this as needed
· Adhering to financial procedures and controls regarding agency cover and liaising with the Business Manager as required to ensure timesheets and invoices are processed accurately and promptly
· Communicating and logging any concerns and compliments regarding supply staff to ensure standards of supply quality are high and maintained, liaising with SLT members as required
· Ensuring cover staff have access to the relevant systems and resources to assist with effectiveness during their period of cover at the school
· Ensuring temporary cover staff members receive basic induction training prior to working with students, including; safeguarding procedures, Health and Safety Procedures including fire evacuation procedures, ICT procedures and any other school related information on a need to know basis
· Acting as the main point of contact for any matters relating to cover
· Update the staff daily absence records and record this information in Oracle and SIMS. Work with HR manager to obtain any updates.


	
	Outside of the times that the Cover Administrator is undertaking Cover work, they are required to work with the Admin Team to assist with Administrative duties, including:
· To act as the first point of contact for the school, answering enquiries face to face via telephone call and online, taking messages and signposting as needed - ensuring all information is passed on promptly and accurately
·  Provide a warm, professional and courteous welcome to all members of the school community - visitors, staff, students and parents/carers
· Adhere to systems to assist with the safety and security of all within the school, ensuring entry to premises are controlled appropriately and visitor protocols are followed
·  Ensure that reception, meeting rooms and office areas are maintained and welcoming
· Working both independently and effectively as part of the Administrative Team to provide an excellent reception and administrative support service
Maintain visitor arrangements to support the Single Central Record, ensuring updates to the visitors are communicated promptly and accurately
· Support with administration around incoming and outgoing mail and written and verbal correspondence
Student Services:
· Assist with the front reception, this may include welcoming parents and student’s queries and dealing with general enquiries face to face or by telephone; taking messages or referring matters to the appropriate person
· Assist with student welfare duties, looking after sick students, liaising with parents / carers and relevant staff, dealing with student matters
· Be  trained or willing to train as first aider to provide emergency first aid when required
· Be responsible for passing messages on to students and delivering items to students as required
·  Assist with the secure storage of confiscated items, returning them to the owner in accordance with the school policy
· Be responsible for the storage, housekeeping, returning and/or disposal of lost property
· Liaise with the relevant admin colleagues to ensure system updates are made promptly around changes to student details, contact information etc.
Administration duties:
· Manage office stocks for stationery and resources to ensure stocks are replenished and orders are raised when required
· Under the direction of the Senior Office & Communications Manager, provide administrative support with financial processes, which may include raising orders, free uniform voucher processes, goods receipting, assisting with incoming payments and the chase up and logging of unpaid debts, escalating where appropriate
· Assist with arranging / monitoring transport for pupils attending the school.
· Provide administrative support to the necessary colleagues to assist with the smooth running of all school events and parent evenings
· Provide administrative support to the EVC around school trips, running reports, collating and storing consents and communicating with all parties as required
· Word processing of letters, documents and reports as required
Maintain, collate and circulate pupil reports.
· Produce lists, information and data as required.
· Undertake general admin duties to support all areas of the school, which may include, photocopying, printing, word processing, minute taking, producing posters and leaflets, ICT support
· Provide hospitality to visitors and provide a professional and courteous service
·  Manage updates to internal booking systems assist with arrangements for meeting Rooms
· Support admin processes around school vehicles, ensuring the necessary procedures are followed around signing in and out of keys 
· Assist with administration around the Free School Meal system, to include chase ups and logging appropriately to ensure that funding is optimised and students receive the correct allowance
· Communicate effectively with the Attendance Team and provide admin support with Attendance Team administrative tasks

General Requirements:
· Develop and promote high standards throughout the School
· Be familiar and comply with all relevant school and Trust policies and procedures relevant to the role
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals
· Participate in training and other learning activities and performance development as required
· Keep records in accordance with the school’s retention schedules, ensuring information security and confidentiality at all times
· Ensure all duties and responsibilities are undertaken in line with the school’s health and safety policy contributing to the safety of children and young people and protect them from harm
· Provide administrative support to the wider school teams, when required, including the attendance, SEND, Admin and Reception Teams as required
· Safeguarding encompasses the duties of child protection and promoting the rights and welfare of children. As such it is everyone’s responsibility to safeguard children in line with Keeping Children Safe in Education and provide a safe environment in which children can learn.
· Undertake any other duties, commensurate within the grade, at the discretion of the line-manager
· Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will undertake.
.

	The post holder will be subject to appraisal objectives which will be agreed and reviewed annually. The post holder is expected to carry out such other duties as may reasonably be assigned by the Headteacher.
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.



· Be committed and part of the ‘school wide ‘team by ensuring you are available at changeover duties

Within the grade and job description of each level the exact focus of the role will be decided at school level and will take into account the needs of the school as well as the experience and development needs of the member of staff 

Signed: ………………………………. (Line Manager)	Date: …………………….

Signed: ………………………………. (Job Holder)	             Date: …………………….

It is the school’s usual practice to review support staff job descriptions every 12 months as part of the Performance Management Process. This timeframe is for guidance only.

All offers of appointment are subject to:
1. A satisfactory enhanced Disclosure and Barring Service Check 
(For those who will be engaging in regulated activity, with barred list information)
2. Two Satisfactory References. One of which should be your line manager in your present or most recent employment, or if you are at school, college or university leaver, your Headteacher or Tutor.
3. Verification of identity
4. Verification of right to work in the UK
5. Verification of mental and physical fitness to carry out work responsibilities
6. Any additional checks needed for time spent living or working overseas
7. Qualification checks as outline on your application form
8. A check that you are not subject to a prohibition order issued by the secretary of state
(For teachers only)

[bookmark: _Hlk156206572]	Admin Assistant level 3 
	SKILLS, KNOWLEDGE AND APTITUDES
	ESSENTIAL
	DESIRABLE

	Excellent interpersonal and communication skills.
	✓
	

	Excellent ICT and keyboard skills including the use of Microsoft applications (especially Word and Excel)
	✓
	

	Ability to work to deadlines, prioritize and deal with a varying workload
	✓
	

	Able to work on own initiative and as part of a team
	✓
	

	Able to work with without supervision.
	✓
	

	Good working knowledge of SIMS
	
	✓

	
	
	

	QUALIFICATIONS AND TRAINING 
	ESSENTIAL
	DESIRABLE

	Good general education
	✓
	

	Excellent telephone manner
	✓
	

	First class customer care skills
	✓
	

	
	
	

	EXPERIENCE
	ESSENTIAL
	DESIRABLE

	Experience of clerical/administration work
	✓
	

	Experience of dealing with customers/clients both facts to face and over the phone
	✓
	

	Ability to prioritise workload
	✓
	

	Experience in an educational environment
	
	✓

	
	
	

	PERSONAL QUALITIES
	ESSENTIAL
	DESIRABLE

	Ability to deal confidently with a wide range of clients
	✓
	

	Ability to cope under pressure in a controlled, effective, efficient and friendly manner
	✓
	

	Ability to relate well to colleagues, staff and students
	✓
	

	Team player with initiative
	✓
	

	Ability to form and maintain appropriate relationships and personal boundaries with students
	✓
	

	No disclosure about criminal convictions or safeguarding concern that makes applicant unsuitable for this post.
	✓
	

	Honest, demonstrates integrity, confidence and self-motivation
	✓
	

	Creative and innovative thinker
	✓
	

	Passionate belief in the schools’ vision and values
	✓
	

	Commitment to support Hodge Hill Colleges agenda for safeguarding and equality and diversity
	✓
	

	Sympathetic to and supportive of the ethos of Hodge Hill College
	✓
	

	A commitment to child protection and safeguarding.
	✓
	

	Ability to demonstrate a conscientious and flexible approach
	 ✓
	

	Interest in and commitment to the whole school as a community
	✓
	              

	
	
	

	SPECIAL REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	Willing and able to travel to academies across the Trust and to flex working hours to attend and support meetings and events that are appropriate to the role
	✓
	

	Willingness to undertake further training (if necessary)
	✓
	

	Satisfactory Enhanced DBS clearance with a Children’s Barred List check
	✓
	

	Medical clearance
	✓
	

	Minimum of 2 references which are satisfactory to the Trust.
	✓
	

	Evidence of qualification certificates
	✓
	

	Evidence of Right to work in the UK
	✓
	

	Full UK driving license and access to a car during working hours
	
	✓



The College is committed to safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed.  The College is committed to safeguarding and promoting the welfare of children and young people and it expects staff and volunteers to share this commitment.
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