SIDMOUTH COLLEGE
Receptionist / General Assistant
and First Aider

believe • inspire • succeed

Dear Applicant
Thank you for your interest in the post of Temporary Receptionist/General Assistant at Sidmouth College. The College
currently has 733 students on roll of whom approximately 95 are in the Sixth Form. The majority of our students are
drawn from four local feeder schools, in Sidmouth, Sidbury, Newton Poppleford and Branscombe. The College is in a
beautiful setting within the Sid Valley and the East Devon area of outstanding natural beauty.
Our vision is for vibrant and inspirational teaching that raises aspirations; challenges and engages, and prepares every
student for lifelong learning. At Sidmouth College learners believe they can succeed, staff that they can inspire and
everyone strives to be the best that they can be.
The College buildings sit within an attractive 13 acre campus and staff take every opportunity to make use of the natural
environment on our doorstep to support students’ learning and creativity. We are about to embark on a very exciting
programme of redevelopment under the Priority Schools Building Programme and building works started in July 2019.
This will see the vast majority of our 1960s buildings replaced with modern, state of the art facilities, including seven new
Science laboratories and preparation facilities, new classrooms and new technology workshops to create, without doubt,
a fantastic modern learning environment.
We were delighted to be again judged as Good in the most recent Ofsted report in 2016, which recognised our continuous
improvement in achieving positive outcomes for all students.
The enclosed job description outlines the responsibilities of the role.
If you have any questions please contact the Leadership Team Assistant, Mrs Jo Liddle, on 01395 514823 or
jliddle@sidmouthcollege.devon.sch.uk
Yours faithfully

Mrs Sarah Parsons
Principal

Introduction
Sidmouth College is a thriving 11-18
community college located in the
Devon countryside.
At Sidmouth College the individual is right at the heart of what we do. Students achieve academic
success, develop their creativity, excel on the sports field and encounter a multitude of new
experiences in a safe and enjoyable environment, encouraged by a team of dedicated and highly
experienced professionals. At Sidmouth College we believe that the vibrant learning community,
coupled with a culture of high standards and expectations, brings out the very best in every
student and establishes abundant possibilities for their future.



Every learner believes and succeeds in fulfilling their
potential and is inspired to lead a happy, healthy and
successful life within a challenging and rapidly
changing world.

The team of tutors is led by a Head of House who maintains
a close overview of the work and wellbeing of the students.
In addition, the School Counsellor and the Student Support/
pastoral team make a valuable contribution.



All learners have access to inspirational teaching that
leads to outstanding learning and achievements which
continues beyond the classroom.

A stimulating and exciting learning journey



All learners have access to a high quality, relevant and
appropriate curriculum that fully meets their needs
and supports an engaging and inspiring learning
experience.



We inspire learners to believe in the contribution they
can make to their learning, the College and the wider
community. Learners take responsibility and develop
resilience throughout their learning journey with clear
support and guidance.



All levels of leadership are focused on providing a
vision, direction and culture in which all are inspired
to believe and succeed.

Care, guidance and support are strengths of the College.
Students are organised in vertical tutor groups led by a
tutor who monitors academic progress, student well-being
and student development. Each tutor group is in one of four
Houses - Drake, Grenville, Raleigh and Scott. The tutor group
meets at the beginning of each day for registration, support
and guidance.

Learning is an adventure to be enjoyed; a journey that
stretches, challenges and opens minds. Our stimulating and
engaging curriculum delivers exciting opportunities in the
classroom and beyond. Our overarching aim is to provide
our young people with the skills and qualifications they need
to become happy, successful adults with a passion for
lifelong learning. Our Key Stage 3 programme aims to raise
the ambitions of all students; developing knowledge, skills
and understanding and promoting confidence in their
abilities. At Key Stage 3 we ensure students experience
learning in a wide range of subjects, including the Arts,
Technology, Computer Science and Modern Foreign
Languages.
In Key Stage 4 students have the opportunity to study a
range of personalised pathways, designed to support their
individual talents and interests and maximise their
achievement and success. At Key Stage 4 all students study a
core curriculum of English Language and English Literature,
Maths, Chemistry, Physics, Biology, PE and RE in addition to
three option subjects.
At Key Stage 5 we offer a wide range of A Level qualifications
and the vast majority of students choose three linear
subjects, with some choosing to study four.

Appointment Information

Application Process

This is an exciting opportunity to work in our busy College
Reception. We are seeking to appoint an enthusiastic,
flexible and motivated individual with excellent
organisational and communication skills to join our team of
administrators in Reception.

The closing date for applications is Thursday 29th August
2019 at 12.00noon

The successful candidate will have the ability to work under
pressure, meet deadlines and act with discretion at all times.
Experience of working in an administrative role is essential
and experience of working in a reception is desirable but not
essential. First Aid training will be given.
Excellent interpersonal skills are essential as well as the
ability to plan and prioritise one’s own workload, and for this
you will require excellent IT and administration skills and
experience.
If you feel that you have the required expertise and aptitude
to take on this interesting and varied role, we would love to
receive an application from you.
More information about this role can be found in the
following job description and person specification.
The working hours are Monday, Tuesday and Wednesday
8.30am to 4.00pm with 30 minutes for lunch. This is a
temporary role from September 2019 to 31st December
2019.

Interviews will be held in the week commencing Monday
9th September 2019
Completed applications should be submitted via TES.
We are committed to safeguarding the welfare of our
students and, if successful, you will be required to
undertake an enhanced Disclosure & Barring check.

Receptionist/General Assistant and
First Aider
Post:

Receptionist/General Assistant and First Aider
Temporary from September 2019 until 31st December 2019

Scale:

Grade C (actual salary £8,877 per annum)

Hours of work: 21 hours per week for 39 weeks per annum (819 hours per annum) - term time +
non-pupil days— Monday, Tuesday and Wednesday 8.30am to 16.00pm with 30 minutes for
lunch (7 hours per day)
Responsible to: Leadership Team Assistant
Job Purpose:


To work under the instruction of the Leadership Team Assistant and provide administrative support to the College.

Key tasks and responsibilities are as follows but may vary in accordance with the demands of the appointment:

Clerical Duties:


Acting as receptionist



Provide general office service including word processing, filing, photocopying and scanning.



Preparing and maintaining records.



Support for Heads of House and teachers by typing and distributing letters to parents as requested.



Supporting the School Business Manager and Leadership Team Assistant by providing typing, record keeping and
general office duties



Responsible for outgoing mail (including taking mail to the post office as required).



Responsible for the provision of refreshments for meetings.



Checking and signing for deliveries



Collecting fees and cash, as required



Processing of data of a general nature



Assisting with the administration of the School Fund accounts.



Assisting with the administration of tests.



Assisting the Examinations Officer, if required.



Participating in staff development including annual review.

Receptionist/General Assistant and
First Aider
Schools Management Information System Duties:


Providing information and printing letters, lists and reports as requested.



Processing of attendance data, if required.



Processing of assessment data, if required.



Assisting with the input of data.



Processing of Education Maintenance Allowance, if required.

First Aid Duties:


Responsible for the provision of first aid to staff and pupils and visitors as the need may arise

Review
This job description will be reviewed regularly 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 College in relation to the post-holder’s professional responsibilities and duties.

Person Specification
Requirement

Essential

Desirable

Education/Training
Good standard of education with 5 GCSEs at pass or above, including English
and Maths, or equivalent

√

Evidence of further/higher level of education

√

Experience
Experience of working as a Receptionist/Administrator

√

An understanding of the importance of effective documentation and record
keeping

√

Proven ability to work with a variety of people

√

Experience and/or knowledge of education/schools and working in an
education environment, including the use of SIMS
Evidence of successful team working

√
√

Skills/Personal Qualities
High levels of organisational skills and initiative

√

Capable of working without supervision by being practical and resourceful

√

Ability to work effectively and sensitively with a wide range of people

√

Flexible and adaptable approach to work

√

Good self-management and self-motivation skills, including the ability to plan
and prioritise in a logical manner and manage one’s own time
Excellent communication skills, both oral and written

√

Excellent IT and administration skills, including the use of Word, Excel, Outlook
and PowerPoint
Understand the importance of maintaining confidentiality and be confident in
your ability to do so
Calm under pressure and be flexible and responsive to change

√

Integrity and discretion

√

Hold positive values and attitudes and adopt high standards of behaviour in a
professional role
Demonstrate a commitment to teamwork and whole College improvement

√

√

√
√

√

