RECEPTIONIST

Salary: Grade 4

Application Pack
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Catholic Multi Academy Trust




Welcome

I would like to welcome you warmly and thank you for expressing an
interest in the post of Receptionist at Christ the King. We believe we
provide a rich educational environment for each student. We also
believe that the traditional values of courtesy and consideration are
essential and our community is ordered, structured and well-
disciplined but within a framework of caring for each individual.

Christ is at the heart of our school. Our school motto “Love one
another as | have loved you” (John,15) resonates with our distinctiveness as a Catholic school
and our students are at the very heart of everything we do. We do this through our approach
to modelling “THE CTK WAY” and coupling this together allows students to grow academically,
socially and in their faith. The young people in our care reflect what we stand for, as one Year
10 student eloquently described ‘We are a family. We are the Body of Christ'.

Inspectors noted from a recent RE and Catholic Life Section 48 report that: ‘The quality of
provision for Catholic Life is outstanding. The school has a distinctive and undeniable Catholic
identity which is lived out by staff and students’

(Section 48 March 2022)

The dedicated staff are well supported by our experienced Local Governing Body. Our aim to
achieve the best possible education for all our children can only be realised in partnership with
parents/carers and the community. We are always willing to meet, talk and discuss the progress
of students in school to ensure the best possible education can be delivered.

Upras

Mrs C Jones

Headteacher



Letter to Applicant

Dear Applicant,

Thank you for your interest in our recent advertisement for the post of Receptionist at Christ
the King Catholic High School.

Application

If you wish to apply, please apply via My New Term. Supporting statements should address the
criteria identified in the person specification in no more than 2 sides of A4 paper, font size 11 -
Arial. Please note that only Catholic Education Service (CES) application forms will be accepted
and that you should not enclose a Curriculum Vitae.

Closing Date

Please ensure that your completed application arrives no later than 9am on Wednesday 7
January 2026. We will not be able to accept applications received after the closing date.

Shortlisting

Shortlisting for this post will take place on Wednesday 07 January 2026 Shortlisted candidates
will be informed, and details of the selection process will then be sent out by email. If you have
not been shortlisted, we will inform you of this in writing shortly after an appointment has been
made.

Selection Process

Details of the selection process will be made available to shortlisted candidates once
shortlisting has been completed. Interviews will take place on w/c Monday 12 January 2026.

If you require any further information about this post please contact our Business Manager,
Mrs A Leaver at aleaver@ctk.lancs.sch.uk.

Your sincerely,

Hpras

Mrs C Jones
Headteacher


mailto:aleaver@ctk.lancs.sch.uk
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General Information

Above everything else, our faith at Christ the King Catholic High School lies at the heart of all
that we do. We have worked hard to develop a strong Catholic ethos, and we take pride in the
impact that we have on the life chances of our students, particularly those who are the most
disadvantaged by their circumstances.

We serve an area of significant social disadvantage. Around 30% of our student population is
eligible for pupil premium. The overwhelming majority of students who attend our school travel
by bus from inner-city social housing estates. At Christ the King we are very proud to be such
an inclusive and welcoming school.

Attainment on entry is significantly below average and many of our students come from
families with significant and complex needs. As a Catholic school we are extremely proud of our
success in securing valuable progression routes for almost all students. A number of students
access highly successful alternative provision; many of them secure jobs or apprenticeships as

a result.




General Information

Since  September 2022, strong
governance has proved pivotal in
supporting  rapid  improvement.
Governors provide an appropriate
balance of challenge and support and
know our school extremely well.

When we were inspected by Ofsted in
September 2022, Inspectors
highlighted several areas that needed
to be developed. As senior leaders
and governors we had to take strong

and decisive action to secure further improvements in safeguarding, student behaviour, their
engagement with learning and the quality of teaching. As a result of our absolute
determination to provide the best possible opportunities for all our students to thrive and
achieve their full potential, Christ the King is a school where expectations are high, where
students behave well and where the focus on learning is very strong. We are now a school of
choice and the number of students on roll has increased from 297 in 2017/18 to 399 in
2022/23. InJuly 2023, for the first time in some years, we had a waiting list with over 20
students seeking admission into Year 7. In September 2024 our PAN increased to 100 in Year
7 and from January 2024 we became the first high school to join Mater Ecclesiae Catholic Multi
Academy Trust (MECMAT).

Colleagues are uncompromising in their high expectations of behaviour, which has improved
markedly in recent years. There has been a notable reduction in referrals from class. Lesson
observations and learning walks show that behaviour is good. Over time the number of
students suspended from school and the number of incidents leading to a period of internal
suspensions have fallen, including that for disadvantaged students.

Punctuality has also improved dramatically over the last three years and in September 2022 we
launched a new approach to supporting students with poor attendance that has had a positive
impact on overall attendance improving year on year. A targeted approach to address our Year
11 attendance paid dividends and was higher than the national average.



Job Description

Christ the King Catholic High School
“Love one another as | have loved you” (John, 15)

We believe that Jesus Christ and his Gospel Call - to love God and all people - are at the
heart of what we do.

He inspires us, as children of God, to uphold the dignity of each individual.

We strive to develop a community in Christ which fully supports all in achieving their
potential - spiritually, academically and personally.

SAFEGUARDING

The governing body and the Diocese are committed to safeguarding and promoting the
welfare of children and young persons and the Headteacher must ensure that the
highest priority is given to following the guidance and regulations to safeguard children
and young people. The successful candidate will be required to undergo an Enhanced
Disclosure from the Criminal Records Bureau (CRB) and obtain any other statutorily
required clearance.

JOB TITLE: Receptionist

ACCOUNTABLE TO: Business Manager

RESPONSIBLE FOR: N/A

WORKING PATTERN: 37 hours per week (Term Time only)

GRADE: 4 (£25185 - £25989 FTE)
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PURPOSE AND OBJECTIVES OF THE JOB

Working as a member of the school office team, you will assist in the smooth and efficient
running of the school by undertaking general receptionist duties to include a variety of
secretarial and clerical duties, under the direction of the Business Manager. Applicants should
be well organised and efficient with excellent ICT and communication skills and experience of
working in a busy office environment. Experience of SIMS.net and working with young people
would be an advantage, however full training would be provided for the right applicant should
they not have this. Christ the King is a smaller than average secondary school that put the
emphasis on employing people who embody the Christ the King motto “Love one another as |
have loved you” (John,15)

This is a permanent, full time term time only position. Ideally hours of work will be 8.15 to
4.15 Monday to Friday, however there is a degree of flexibility for the right candidate.

If you are flexible, supportive and understand the needs of children and young people, we
would like to hear from you. You should be able to adapt in a fast-moving environment, react
quickly and calmy to the varying pressures of a school office environment, can embrace and
promote change; be enthusiastic and determined to support the school. You must be willing to
model and support the catholic ethos of CtK.

In return you will join a happy, professional and supportive pastoral team, which is well
supported by our Senior Leadership Team whose vision is delivering excellence within
inclusion in school.

KEY RESPONSIBILITIES

e Undertake reception duties including answering telephone and responding to routine
queries, including dealing with all visitors and students signing in/out during the school
day.

¢ Manage appointments for staff and students with external visitors, ensuring necessary
resources are available and booked as required, including liaison with the School
Health Team regarding school nurse visits and vaccinations.

® To support our Catholic mission, fully embracing our distinctiveness as a Catholic school

MAIN RESPONSIBILITIES

¢ Responsible for the maintenance, update and monitoring of all medication
administration including correct storage, consent forms and the accurate recording of
medication taken.

e Ensure all accidents are recorded and information shared as required.



e Beresponsible for the management of all room bookings using the
school’s online system.

e Receive, monitor and distribute incoming/outgoing mail and all deliveries and deal with
appropriately.

e Maintain stock and be responsible for the ordering office stationery and medical
supplies.

e To assist the Attendance Officer with registers as and when required.

e Provide general clerical and administrative support, including word processing, minute
taking, filing, updating manual and computerised records, for example, registers,
labelled envelopes for students reports home.

e General welfare support where required including liaison with staff and/or parents and
provision of hospitality and assist with any school events as and when required, for
example, Open Evening, Parents Evening.

General

¢ To uphold and promote the ethos of the school at all times

e Attend and participate in relevant meetings as required

e Be aware of and comply with all school policies and procedures, particularly those in
relation to child protection, health and safety and security, confidentiality, reporting all
concerns to an appropriate person via the correct channels

e Follow and promote relevant legislation and guidance, for example data protection,
copyright law

e Contribute to the overall ethos/work/aims of the school

e Appreciate and support the role of other professionals

Undertake any other duties as appropriate to the grade of the post as requested by the school.

The applicant will be required to safeguard and promote

the welfare of children and young people.

This job description forms part of the contract of employment of the person appointed to the post. It
reflects the position at the present time only and may be reviewed in negotiation with the employee in the
future. The appointment is subject to the current conditions of employment in the School Teachers’ Pay
and Conditions Document.

Person Specification

Christ the King Catholic High School is committed to safeguarding and promoting the welfare of our
students and expects all staff to share this commitment.



CHRIST THE KING CATHOLIC HIGH SCHOOL

Minimum 5 GCSE Grades A*-C or equivalent including
English and Maths

Excellent organisational skills, to be able to prioritise work and
meet deadlines

Excellent IT skills including working knowledge of Office
365, SIMs and bespoke software packages

Experience of working in a related role, preferably in an
education environment

Ability to manage time effectively, organise & prioritise
workloads and work proactively to ensure objectives are
fulfilled

Ability and willingness to work cooperatively as part of a team

Respect for the professional expertise of others

High standard of written and verbal communication skills

Ability to speak to a group of people and clearly communicate
information

IR RN RN

Ability to communicate with care and respect to students, staff,

v

iarents and carers

and other key dates pertinent to the role

e Commitment to personal and professional development v

e Excellent attendance record v

e Ability to remain calm under pressure v

e Ability to handle information securely and confidentially v

e An understanding of the needs and values of different
communities, in particular the different cultures the school v
serves

e Ability to carry out professional duties in a positive, helpful and v
courteous manner

e Genuine care for all students, especially the disadvantaged v
and vulnerable

e Flexibility of working hours during key periods of examinations ,

Service check

¢ Commitment to equality of opportunity and the safeguarding v
and welfare of all students
e This post is subject to an enhanced Disclosure and Barring v

Application Pack
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CEO Welcome

It gives me great pleasure and excitement to welcome you to our growing, dynamic family of
Catholic schools. Mater Ecclesiae is one of three Catholic multi academy trusts created by the
Diocese of Lancaster to play an important part in shaping Catholic education across the
Diocese.

The Trust currently consists of seven primary schools and one secondary school. In line with
the Bishop's vision for schools across the Diocese of Lancaster and following a hugely successful
first year, we are due to grow to 17 schools before the end of the calendar year, when we will
be delighted to welcome five more primary schools into the Trust. When fully-formed, the Trust
will consist of 20 primary schools and 3 secondary schools covering the Preston and rural
Preston area.

This is a fabulous opportunity for a talented and experienced professional to join us and work
with a fantastic group of committed leaders and staff who believe passionately in education
and working to improve the life chances of our children and young people.

The Trust currently serves over 3000 pupils and employs over 360 staff cross our schools. The
context of our schools means almost half of our secondary pupils and a third of our primary
pupils’ experience challenges based on socio-economic and deprivation-associated factors. Our
aim is to expertly deliver an ambitious Catholic curriculum that opens hearts, broadens
horizons and accelerates social mobility.

The core principles of the Trust are to educate the whole person, striving for excellence and
working together as ‘One Family in Christ, serving others. Through collective responsibility,
united in our Catholic faith, the Trust strives to enable each school to thrive spiritually,
academically and financially so that all of the children and young people develop a sense of
‘compassion, confidence and community’ and reach their full potential by realising their God-
given talents.

Our Trust works in partnership as one family of schools, whilst maintaining and celebrating the
uniqueness of each individual school and the community it serves. Our core values of
Compassion, Confidence and Community underpin all of our relationships; between staff,
pupils, families, parishes and local communities.

For more information on our Trust, please visit https://mater-ecclesiae-trust.co.uk/. We look

forward to hearing from you.

Yours faithfully,

A
/

/2

Peter Duffy

Chief Executive Officer



https://mater-ecclesiae-trust.co.uk/

CHRIST THE KING CATHOLIC HIGH SCHOOL

We are'One Family in Christ’serving the family of Catholic schools In
the Preston area, under the patronage of Mary the Mother of the church
- Mater Ecclesiae.

Our vision Is to work together to meet the needs of all and strive for
excellence. Within our family, members of our community are loved and
valued as unique individuals made in the image of God. They are
respected and cherished and given every opportunity to grow together.

As‘'One Family in Christ'we embrace, celebrate and inspire our diverse
communities to achieve their full potential.

Our

Values

One family in Compassion
One family in Community
One family in Confidence

Application Pack




Mission Statement

“Love one another as | have loved you” (John, 15)

We believe that Jesus Christ and his Gospel Call - to love God and all people - are at
the heart of what we do.

He inspires us, as children of God, to uphold the dignity of each individual.

We strive to develop a community in Christ which fully
supports all in achieving their potential - spiritually,
academically and personally.

CHRIST THE KING CATHOLIC HIGH SCHOOL
Lawrence Avenue, Frenchwood, Preston, PR1 4PR
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& www.ctk.lancs.sch.uk

Mater Ecclesiae
Catholic Multi Academy Trust




