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Principal Welcome 
 
Dear Applicant, 
 
Thank you for expressing an interest in working at the Newham Collegiate Sixth Form 
(The NCS).  
 
The NCS is a unique and inspiring Sixth Form college where young people are provided 
with an exceptional academic education, pastoral curriculum and enrichment 
opportunities that enable them to develop their academic potential and the learning habits and resilience 
to thrive as individuals ready to become the leaders of the future in their chosen professions.  
 
The NCS opened in September 2014 in the second most deprived borough in London with the aim of 
preparing students to secure places with some of the most competitive universities in the UK and abroad. 
We are nationally recognised as one of the most successful sixth forms in the country, with A Level result 
comparable with some of the most high-profile Grammar and Independent schools. Students routinely 
secure 95% A*/B and 100% A*/C, an average A level grade of an A and a progress score that is well above 
the national average. In October 2021, Ofsted judged the NCS to be ‘Outstanding’ in every category.   
 
We are located in iconic Grade 2 listed buildings giving the NCS the feel of an Oxbridge college, coupled with 
facilities that help create a stimulating and purposeful learning environment. We invest heavily in 
technology, giving all students and teachers an iPad (teachers also receive a DELL laptop) and are continually 
looking at ways to develop our students as 21st century learners. 
 
We are looking for colleagues who share our belief in the transformational nature of education and 
understand that social deprivation should not be a ceiling to achievement. We strongly believe the greatest 
impact on student attainment is the teacher’s ability to use their strong subject knowledge to plan and 
deliver rigorous and challenging lessons that allow students not only to achieve exceptional grades, but to 
develop a strong academic foundation in the subject. Colleagues who join us will play a full and active part 
in leading the learning and teaching agenda, and in collaboration with other highly talented and committed 
teachers will find ways to disseminate best practice and drive KS5 improvement. The NCS has a strategic 
partnership with UCL that provides opportunities to work collaboratively on innovative projects and 
initiatives as well as giving our students and staff access to world class facilities, academics and cutting-edge 
research. 
  
We recognise our greatest asset is our staff and that’s why we are committed to on professional 
development through our personalised professional learning programme. Being part of CoLAT has the 
advantage of Trust wide leadership development, as well as opportunities to work with colleagues in other 
schools.  
 
One of the greatest attractions of working at the NCS is our highly aspirational, dedicated and scholarly 
students. If you enjoy challenging students to think differently, are passionate about your subject, and find 
the prospect of helping students develop the habits of mind to be effective lifelong learners then the NCS is 
definitely the place for you. Please take the time to visit our websites https://sixthform.london/ and 
www.ncsteach.co.uk which contain a wealth of information about who we are and what we wish to achieve. 
If you feel the NCS aligns with your own values and beliefs, then I look forward to receiving an application 
form from you. 
 
Yours faithfully, 

 
 Ms Anita Lomax I Principal 



 

Administrative and Welfare Officer - Job 
Description 

 
Post: Administrative and Welfare Officer 
 
Accountable to: Head of Operations & Finance 
 
Grade Scale Point Range: Scale 4 - SCP 7 - 10 
 
Salary Range: £27,965 - £29,192 per annum (£31,980 - £33,384 FTE) 
 
Working Pattern: Term-time only (39 weeks), 35 hours a week 
 
Location: Newham Collegiate Sixth Form Centre   
 
Disclosure level: Enhanced   
 
Responsible for:  
 
Main Purpose:  
 
The successful Administrative and Welfare Officer will be responsible for medical and first aid 
administration. Duties will include administering first aid to students, ensuring first aid kits are 
stocked at all times, keeping accurate records of accidents and injuries, updating student data, 
contacting parents regarding welfare concerns, and following safeguarding procedures at all times 
to ensure students receive the very best support. The role will also include reception duties, 
providing a professional and welcoming first point of contact for students, parents, and visitors, as 
well as updating student records for extracurricular activities, work related learning and supporting 
the wider administrative functions of the school. 
 
Key Accountabilities  
 
Welfare Duties  

• Oversight of the first aid and medical provision for all students at the school.   

• To administer First Aid for pupils and staff      

• Oversight of medical plans and monitoring long-term medical conditions.   

• Dealing with all first-aid enquiries from staff, students, external agencies  

• Liaise with Heads of Year and tutors about issues relating to a student’s health which may 
affect their learning  

• Termly checks on expired medication and contacting parents  

• To care for pupils who are unwell and liaise with the parents of these pupils    

• To administer medication to pupils, as prescribed by the appropriate G.P   

• Interventions with students relating to emotional, physical or welfare issues.   

• Maintaining full medical and accurate database records for students.   

• To be responsible for maintaining First Aid resources   

• Keeping accident logs and producing management reports with medical statistics.   



 

• To prepare medical packs for school trips    

• To accompany educational visits/journeys when necessary   

• Prepare breakfast and ad hoc food items for pupils and staff  

• Be the designated staff member for those students with medical needs and mental health 
needs.  

 
General Administrative Duties   

• Provide general whole school administrative support where required 

• Receive visitors to the centre, ensuring they are welcomed in a polite, friendly and efficient manner 

as and when required 

• Ensure that visitors to the centre are signed in and out, and issued with visitor passes, in order to 

maintain the security and safety of the centre 

• Provide logistical support and tracking for work related learning and enrichment activities, 

including, clubs and trips.  

• Attend and participate in relevant meetings, training and other learning activities 

• Be aware of and comply with policies and procedures relating to safeguarding and promoting the 

welfare of children, health, safety and security, confidentiality and data protection, reporting all 

concerns to an appropriate person 

• Demonstrate an understanding of and commitment to equal opportunities and diversity and to the 

standards of customer care 

• Be responsible for own health and safety as well as that of colleagues, students and the public 

• Establish constructive relationships and communication with staff, contractors, agencies and other 

professionals 

• Work flexibly with members of the student services team and faculty of learning to provide 

administrative support where necessary 

• Keep accurate and confidential records 

• Develop relationships with teachers to support student welfare 

• Undertake any additional duties as required by the Head of Operations & Finance 

• Be flexible and work according to the needs of the school, which may involve assisting other areas 

commensurate with the grading of the post 

Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We 
expect all staff to share this commitment and to undergo appropriate checks, including enhanced 
DBS checks. 

 

The above responsibilities are subject to the general duties and responsibilities contained in the 
Statement of Conditions of Employment. The duties of this post may vary from time to time 
without changing the general character of the post or level of responsibility entailed. 

 

The person undertaking this role is expected to work within the policies, ethos and aims of the 
Trust and to carry out such other duties as may reasonably be assigned. The post holder will be 
expected to have an agreed flexible working pattern to ensure that all relevant functions are 
fulfilled through direct dialogue with employees, contractors and community members.  

 

English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak 
fluent spoken English is an essential requirement for this role.  



 

 

Administrative and Welfare Officer – Person 
Specification 

 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide 
high-quality education for students and pioneer educational innovation. We are driven by the 
ambition to provide world-class experiences and deliver exceptional educational outcomes for the 
young people we serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical 
successes of London to furnish each of their diverse communities with life-transforming learning 
experiences. In doing so, we believe that the young people we serve develop into successful, 
compassionate young adults, who make a positive contribution to their local, national and global 
communities.  
 
Our schools are characterised by a common understanding of what makes outstanding schools, 
based on five key principles which are known as our 'Foundations of Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and 
opportunities for our students. Teachers work in a well-disciplined environment where they are 
able to teach creative and engaging lessons, and all staff are given exciting opportunities to 
develop and learn from exceptional practitioners. 
 
Equal Opportunities 
The postholder will be expected to carry out all duties in the context of and in compliance with the COLAT 
Equalities policies. 

 
 Essential Desirable 

Qualifications 

GCSE Maths and English or equivalent X  

First Aid Certificate  X 

Experience, Skills and Knowledge 

Experience of working with young people in a similar position.   X  

Ability to maintain records  X  

Ability to communicate with adults and children. X  

A good knowledge of office equipment X  

Excellent IT Skills X  

A warm and welcoming manner X  

Excellent verbal and written communication skills X  

The ability to work independently and as part of a team X  

Personal Qualities 

Excellent inter-personal skills. The ability to develop good relationships with 
students, parents and colleagues and other stakeholders 

X 
 

A high level of commitment and confidentiality. X  



 

Flexibility and the ability to balance priorities and absorb pressure X  
Other 

Commitment to safeguarding and promoting the welfare of children and 
young people  

X 
 

Willingness to undergo appropriate checks, including enhanced DBS Checks X  

Motivation to work with children and young people  X  

Ability to form and maintain appropriate relationships and personal 
boundaries with children and young people 

X 
 

An understanding of, and commitment to, Equal Opportunities, and the 
ability to apply this to strategic work and day-to-day situations  

X 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Administrative and Welfare Officer 

Permanent, Term Time Only (39 weeks)  

Newham Collegiate Sixth Form Centre   

Monday 15 December 2025 at 9am 

All applications must be submitted via mynewterm  



 

 
 
 


