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BEVERLEY GRAMMAR SCHOOL
THE APPLICATION PROCESS
Completed applications should be:-

Posted to 
Mrs T. Simkin,

Beverley Grammar School,
Queensgate, 
Beverley,
HU17 8NF.
Emailed to
apply@beverleygrammar.co.uk
Shortlisted candidates with be contacted by email/telephone after 27 November 2017 with details of the interview process.  If you have not heard from us within 2 weeks of the closing date please assume your application has been unsuccessful.

Queries
If you have any queries on any aspect of the application process or need additional information, please contact Mrs T. Simkin in the first instance on 01482 881531.
THE CLOSING DATE FOR APPLICATIONS IS: 
Monday 27 November 2017, 12.00 noon
Interviews – w/c  4 December 2017  
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Senior Leadership Team Administrative Manager 

Closing Date:
27 November 2017 – (12 noon)
Interview Date 
Week Commencing 4 December 2017
Salary: 

Point 25 £22,658 pro rata (Actual salary £17,857pa – whole year)
Contract type: 
35 hours per week, Term time only
Beverley Grammar School is a popular 11–18 boys’ comprehensive with a Joint Sixth form with the neighbouring girls’ school. We strive to provide a consistent, respectful and highly supportive environment that enables our students to realise their ambitions.
We are seeking to appoint a proficient Administrative Manager to support the Senior Leadership Team, providing a confidential secretarial service to the headteacher, governors and senior leaders. Alongside the administrative functions associated with the role the postholder will be responsible for external communications, publicity and marketing, as well as the management of school events. 

This is a diverse and challenging role; accordingly the successful applicant will have strong organisational skills, experience of publishing external communications and the flexibility to cover meetings/events that may take place outside normal school hours for which TOIL will be given.

Further details and application forms are available at www.beverleygrammar.co.uk Completed forms should be posted to Mrs T Simkin, or emailed to apply@beverleygrammar.co.uk

Beverley Grammar School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  Clearance from the Disclosure and Barring Service is required prior to appointment.

                             BEVERLEY GRAMMAR SCHOOL

Job Title:

Senior Leadership Team Admin Manager

Responsible to:
Headteacher
Location:

Beverley Grammar School, Queensgate, Beverley

Grade:


Grade 25 £22,658 (£17,857 pro rata)

Hours:


35 hours per week, term time only

PURPOSE AND SCOPE:

· Provide a confidential secretarial service to the Headteacher, Governors and SLT

· Co-ordination and management of School Calendar and Events  

· Publicity and Marketing, to include the maintenance of the school website  

· To direct the work of the School Admin office, including First Aid

· To act as first point of contact for lettings company

MAIN DUTIES AND RESPONSIBILITIES

Secretarial Service

· Provide a confidential secretarial service to the Headteacher, Governors and Senior Leadership Team;

· Co-ordination of termly reports to Governors;

· Maintenance of the Headteacher’s diary and correspondence;

· To act as a central point of contact for the LA Admissions; 

· To manage the First Aid of the school and produce reports of issues for analysis.

Publicity and Marketing

· To manage all aspects of promotional, communication and marketing activities in liaison with the ICT Systems Managers:

· To co-ordinate, manage and advertise school events to include liaison with School Letting Services:

· To publicise school events these will include both web and paper based advertising; 

· To update the School Calendar;

· To be responsible for checking that any images used in publicity and marketing materials are checked for appropriate student permissions;

· To design and produce marketing and promotional materials.

General Duties

· To direct and supervise the work of the School Admin staff to ensure the provision of support for staff and students, and to provide a front of house service to parents and the general public;

· To set up systems to ensure efficient and effective working within the School Admin Team;

· Perform other duties as reasonably correspond to the general character of the post, commensurate with level of responsibility.

This job description will be kept under review and may be amended from time to time, following consultation with the post holder, to reflect changing needs of the school.

Signed:…………………..




Dated:…………………………….
 BEVERLEY GRAMMAR SCHOOL

	Experience
	Experience of working in a secretarial capacity.

Preferably in a school with students of relevant age or in an appropriate learning environment.

Practical experience of producing marketing/promotional materials
	Essential

√

√
	Desirable 

√
	Measured By

App form

App form

App form



	Qualifications and Training
	Attainment of GCSE or equivalent to include English and Maths

Attainment of level 3 qualification of equivalent – in a marketing or promotional subject related area

Relevant experience/training across a range of ICT Software
	√

√
	√
	App form

App form

App form

	Knowledge and Skills
	Experience of using design software.

Experience of working with Social Media Platforms for example:Facebook and Twitter 

Proven Design skills both paper and IT Based;

Experience of Producing and maintaining website materials

Experience of Management Information systems, able to extract/manipulate and maintain data

Supervisory Experience


	√

√

√

√
	√

√
	App form & interview

App form

App form

App form &

interview

App form 

App form



	Personal Qualities
	Effective time management and organisation skills;

Excellent personal presentation

Excellent communication skills
	Essential

√

√

√


	Desirable
	Measured by

App form & interview

App form & interview

App form & Interview
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