RECRUITMENT PACK

Administration Assistant
Ellesmere Park High School, Salford

EXCELLENCE AND EQUITY WITH INTEGRITY



WELCOME FROM ABIGAIL AND MAE O

Ellesmere Park High School is, as our motto entitles, Vibrant, Inclusive, and Proud. We have now been
students here for 4 years and we can only say that that motto is a perfect way to describe our school. From
our first day of Y7, up to our first day in Y10, we have experienced nothing but a welcoming community who
are always there to support you.

So, why should you want to work here?
What makes Ellesmere stand out?

We have had the opportunity to visit other schools, but nothing compares to the close-knit family that makes
this school both a pleasure to work at and attend. It’s obvious to any stranger that Ellesmere is proud of their
students, and this is evident through the constant display of work and art along our corridors. In addition, its
apparent by the quality of our work that we produce, that we are equally as proud to be a part of this
accomplished school.

Undeniably, one of the best parts of our school is the opportunities given to us. Just in these past few years,
we have been to London to learn about performing arts and music, Spain to witness first-hand the Spanish
culture and landuage. We’ve won national trophies and set up a newspaper club, and with the help of
enthusiastic teachers, everyone is able to express their interest in some form. It’s a perfect mix of focused
learning, and an enjoyable environment.

Friday lunch performances are a staple feature of the culture, where students -like us- get to showcase their
talents, that in other schools could be overshadowed by traditional learning.

Whenever you ask a student or staff member what their favorite part of school is, their answer will always be
the people. A history teacher who has only been here for a couple of days stated, “From SLT to new staff
members, everyone is extremely welcoming and supportive. It’s an extremely nurturing environment for all.”

We are looking for teachers who will thrive in this caring and respectful environment and will bring in new
and endaging lessons for students like us. If you apply here, you will get the chance be a part of our family as
well as to share your interests and hobbies and be somewhere you can form bonds with others and inspire
them.

As two Y10 students ourselves, we hope to get even more passionate and knowledgeable teachers who will
spread their knowledde to current students like us and for the students in the years to come.
We hope to see you soon.

Abigail and Mae. (Y10)
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WELCOME FROM THE PRINCIPAL

There is a reason why | asked two of our students to write the first page of this pack,
and that is simple: because they are the people who will give you the most honest and
realistic idea of what our community is like.

Ellesmere Park lives by its motto of Vibrant, Inclusive and proud. It is a true community
of children and adults who work collaboratively to give every one of our students the
opportunity and support to be the best that they can be.

Ofsted says that this is a Good school, but that single word cannot possibly encapsulate our school
adequately. | can honestly say that this is a place where every day, | love to come to work. | know from my
constant conversations with staff and children, the feedback we get from colleagues on a reqular basis, and
the way in which our community welcomes people so warmly, that | am not alone in that. This is a great
place to work. | have no desire to work anywhere else.

This is a school that does not rest on its laurels. All of our staff in every one of the myriad roles in which they
work, are united in their desire to improve our provision for our community, and all of them work tirelessly to
achieve that. Our staff cannot give of their best if they do not feel at their best, and our culture is one that
supports everyone, both in their professional practice and in their ongoing wellbeing. This doesn’t come from
the Leadership of the school alone: all of our staff are kind and supportive of one another, and that is a joy to
witness. As a new teacher, or a member of staff that is new to the school, you will find yourself surrounded
by positive colleagues, happy, vibrant children, and you will be fully supported to be your best in your role.

We are lucky enough to be part of the Consilium Multi-Academy Trust. The same ethos pervades all of our
schools, and the Central Team which supports and challendes them. The Trust serves over 6,000 children
and we all work collaboratively and supportively together to make sure that every one of those children has
the best experience of secondary school life, and leaves with not only the best qualifications that they are
able to achieve, but also with the best set of morals, and are prepared to be the positive citizens of the
future.

You might say I’'m bound to say all that, but don’t just take my work for it; think about what Abigail and Mae
had to say and read the paragraph below that | asked one of our staff to write. Between the three of them, |
think they should give you a flavour of life as part of the Ellesmere Park community.

If you would like to be a part of this inspiring school, then | would love to receive your application.

lain Ross
Principal

I knew I wanted to be a part of the Ellesmere community when | came for a visit before | had
my interview. | was greeted with warmth and kindness from every member of staff that | met
and polite 'Good mornings' and 'Hello's!" from the students.

I have been lucky enough to start my teaching career at EPHS which has been full of positivity,
encouragement, support and rewarding moments on a daily basis. All staff (whether they are a
39 year teacher like me or a seasoned veteran) believe in the common goal of supporting the
students to be the best that they can be. Because this ethos is embedded through all aspects of
the school, not just within the classroom it truly does give the children the best opportunities
for when they leave, whatever this may be. It really is a fantastic place to be, and | am proud to say | work at
EPHS.’

Alice
Head of D&T
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ABOUT THE SCHOOL

Ellesmere Park High School is a vibrant and inclusive school serving the Eccles and Monton areas of Salford.
Ellesmere Park is one of nine schools alongside a central team, which constitutes Consilium Academies.
There are 812 children on roll at the school (42 above PAN, reflecting the popularity of the school within the
local community), 27% are disadvantaged and 31% have identified SEND.

Each child is of great value at Ellesmere Park, they are unique individuals and they each are provided with
opportunities which enable them to thrive and develop their skills and talents. The school’s overarching
vision is ‘Be The Best We Can Be’. We implement this through our curriculum which is ambitious, inclusive
and inspiring for all learners. The purpose of the curriculum at EPHS is to equip every child with the
knowledge, skills and personal qualities in order to reach the limits of their capability, regardless of their
background, needs, or privilege. We aim to provide equity of opportunity, so children achieve success now
and in the next phase of their education and life, making a positive contribution to their community and to
society. We develop the confidence and character of the whole child through totality of experience which
encompasses academic subject knowledde and skills, creative development through the arts, alongside a
program of personal growth, social education and development.

Children are happy at Ellesmere Park High School and they have strong relationships with staff. There is a
plethora of activities that they can engage in both through the planned and taught curriculum and through
additional extra-curricular provision.

Ellesmere Park High School is an inclusive school. The curriculum has been planned so that it is equally as
ambitious for children with SEND as it is for their peers. Pedagogy is carefully considered to ensure that we
are better meeting the needs of our SEND children. There is a specialist SEND Provision at Ellesmere Park
High School. The Local Authority commission places at the school for children with Autistic Spectrum
Conditions. The provision in the Enhanced Resource is afforded the same level of monitoring as provision
across the rest of the school. Children with SEND now have a high profile in the school and the staff
understand their needs. As a result of this alongside high quality CPD, teachers are in a strong position to
ensure that children with SEND achieve the same standards expected of their peers.

There is a plethora of professional learning opportunities for staff at Ellesmere Park High School including
whole staff training, bespoke CPD sessions to develop pedagody and practice and the opportunity to engage
in professional learning networks across the trust. Teachers are inspired. They continue to develop their
good practice so that they become even better teachers.

The views of parents, staff and children are positive and leaders are well supported by leaders of the trust:
people are proud to be part of the Ellesmere Park community.
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ABOUT THE TRUST

Consilium Academies is a Multi-Academy Trust dedicated to Excellence and Equality with Integrity.
Consisting of nine schools across three hubs in Salford, South Yorkshire, and the North East of England, our
culture is built on support, guidance, capacity building, and fostering a collaborative approach to school
improvement.

Our Trust is committed to the highest standards of curriculum, teaching, and learning, leading to excellent
outcomes for our pupils. This commitment extends to our staff, with a focus on high-quality learning,
professional development, and an uncompromising approach to support and growth.

Schools within the Trust are encouraged to endage in rigorous self-evaluation and take swift action to
address any areas of underperformance, guided by our School Improvement Framework.

Our Key Areas of Focus:

e Expert Knowledge: We prioritise school-to-school support, fostering expert knowledge, and providing
effective assistance to our schools.

e Ambitious Curriculum: Our schools share a common language for curriculum development, with a
focus on Enriching Lives, Inspiring Ambitions, and embedding Equality, Diversity, and Inclusion
throughout.

o Effective Pedagogy: Our research-focused approach seeks impactful teaching methods, a shared
languade for pedagogy, and developing partnerships with external experts.

e Purposeful Practice: We respect each school’s identity while promoting a shared understanding of
high-quality practice and staff development.

e Rigorous Assessment & Intervention: We implement evidence-based benchmarking and targeted
support through Rapid Action Plans, maintaining a relentless focus on achieving strong outcomes for
all students.

¢ Rich Culture: Guided by Excellence, Equality, and Intedrity, we aim to identify, attract, develop, and
retain expertise at all levels, ensuring our schools contribute to the Trust's success over time.

Led by our Chief Executive Officer, Michael McCarthy, our Central Team provides direct services,
accountability, leadership, and management to our schools. We operate a strong partnership model, where
our partner schools play a crucial role in the Trust's continual growth and development.

Our collaborative approach respects each school’s individual identity, empowering them to focus on student
achievement and success while being part of a supportive network committed to excellence.
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BENEFITS @)

As a Trust, we want our staff to feel supported and valued. Whether you are a teacher or member of the
support team, we want your work to have a positive impact on your health and wellbeing.

D
A CONTRIBUTORY PENSION SCHEME, MEANING WE'LL SAVE TOGETHER

34 DAYS ANNUAL LEAVE + BANK HOLIDAYS FOR SUPPORT STAFF (PRO-
RATED FOR PART-TIME) & 36 HOUR WORKING WEEK FOR FULL-TIME
SUPPORT STAFF

EMPLOYEE ASSISTANCE PROGRAM WITH ACCESS TO COUNSELLING
AND CBT 24 HOURS A DAY, 7 DAYS A WEEK

‘A CPD OFFER FOR EVERY MEMBER OF STAFF; TO HELP YOU PERFORM
AS WELL AS YOU CAN IN YOUR ROLE, TO HELP YOU REACH YOUR

CAREER ASPIRATION (
e

u@. FREE MEMBERSHIP TO VIVUP. WITH HUNDREDS OF EXCLUSIVE

g OFFERS AND DISCOUNTS AVAILABLE ONLINE AND IN STORE.
ACCESS TO THE LEADING HOME ELECTRONICS LEASE SCHEME,

EXCLUSIVE TO PUBLIC SECTOR EMPLOYEES

ENHANCED CONTRACTUAL SICK PAY IN LINE WITH THE

e BURGUNDY BOOK AND GREEN BOOK, PROTECTING YOU AND

YOUR FAMILY

AUTOMATIC PAY PROGRESSION FOR ALL STAFF IN LINE WITH THEIR
CURRENT GRADING STRUCTURE 1 T
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JOB DESCRIPTION

JOB TITLE: Administration Assistant
REPORTS TO: Operations Managder

CONTRACT: FTC — 1 Year to 315t August 2027
WORKING PATTERN: Full Time, Term time plus 5 days
GRADE: Grade 3SCP5-6

ACTUAL SALARY: £22,926.30 - £23,290.14

MAIN PURPOSE OF THE ROLE

To support the Operations Manader and school administration team in a variety of administration functions.

CORE RESPONSIBILITIES & TASKS

General Administration

e To answer all incoming calls, both internal and external, redirecting/taking messages as necessary, and acting
on instructions received. To relay messages to staff and pupils.

To use the school email/messaging service to send out communications to parents/pupils when required

To receive all visitors and ensure they sign in and out in accordance with the school’s safequarding procedures
To use the school’s room booking system to book rooms for external visitors.

To deal with general day to day queries from staff, pupils and parents

To record, post and distribute all incoming and outdoing mail.

Receive and forward deliveries of goods to Curriculum Leaders.

Maintain manual and computerised records/management information systems

To maintain records of all students changes of details e.d. addresses, telephone numbers.

To undertake filing and general office duties

To provide first aid support to staff and students and ensure all first aid & stationery cupboards are kept well
stocked.

e Log and file accident/ incident forms on the central log.

Reprographics
e Ordanisation and production of all high-volume photocopying and printind. Ensuring a high quality of reproduced
material at all time to reflect a corporate imagde in line with School branding.

¢ Notification to staff by email when a reprographics job has been completed to arrange collection or delivery.
e Assist Administration Manager with production of ID badges.
e Assist Administration Manager with the management of the school website and social media.

Support for Managers and Wider Team
e To assist with the organisation of school trips.

e To assist with the ordganisation and set up of whole school events for example, parents evening and open
evenings.

e Lead on the smooth running of school specific events for example, immunisations and student photographs.

e Support the Operations Manader with the management of the Parent Pay system, including being the first point
of contact for all parent queries.

e Other reasonable duties as may be required by the Principal, Administration Manager and Operations Manager.

CORPORATE RESPONSIBILITIES

e The Trust is committed to safequarding and promoting the welfare of children and young people and expects
all staff and volunteers to share this commitment.

e To pursue and promote the achievement and integration of diversity and equality of opportunity throughout
the Trust.

e To plan, monitor and review health and safety within areas of personal control.

e To participate in the Trust’s Professional Development Review process and endade in continuous professional
development and networking to ensure that professional skills and knowledde are up to date.
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e To maintain high professional standards of attendance, punctuality, appearance, conduct and positive,
courteous relations with students, parents, and colleagues

ADDITIONAL NOTES

e The job purpose and key statements remain indicative and by no means exclusive. Given the evolving needs of
the Trust, flexibility among staff is very important. All staff may be required to undertake other such reasonable
duties as may be required from time to time in line with the dgrade of their post.

e An Enhanced DBS Check will be requested on successful application to a position at the Trust.
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PERSON SPECIFICATION

©
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Quialifications and CPD Essential Desirable
Numeracy and literacy skills to GCSE or equivalent X
First Aid qualification or willing to train X
Experience, Knowledge and Skills Essential Desirable
Good interpersonal and communications skills including the ability to relate well to
people on all levels with sensitivity, tact and diplomacy X
Good time management, with the ability to remain calm under pressure and work to
deadlines X
Able to maintain a high work rate and to judggle a rande of tasks and competing
priorities X
Confident user of common ICT applications e.d. spreadsheets, email, internet, database
input, Microsoft X
Previous secretarial/administrative experience supporting a team X
Previous experience of working in a complex, busy, service-driven environment X
Experience of working in a school environment X
Experience of dealing with the public face to face and on the telephone X
Knowledge of school information systems X
Personal Attributes Essential Desirable
Able to work within established procedures but without close supervision X
Ability to work flexibly as part of a team X
Ability to remain calm when under pressure and employ tact and diplomacy in
difficult/sensitive situations X
Understanding of the importance of confidentiality X
Systematic in approach to tasks, with attention to detail X
Consilium Academies Trust is committed to safequarding and promoting the welfare of
children and young people and expects all staff and volunteers to share this X
commitment.
English Fluency Essential Desirable
Possessing a relevant qualification for the role attained as part of education in the UK or
full taught in English or Welsh by a recognized institution abroad X
Passing an English or Welsh spoken language competency test or possessing a relevant
spoken Endlish qualification at CEFR Level B1 or above, taught in English by a X
recognized institution abroad.
9




