[image: ]
[image: ]
Spencer Place, 16 Regan Way, Beeston, Nottingham, NG9 6RZ
Tel: 0115 9170100
Interim Chief Executive: Kate Green
https://www.spencertrust.org.uk/






Moorway Lane, Littleover, Derby, DE23 2FS
Tel: 01332 772706
https://derbymoorspencer.org.uk/



         
Administrative Assistant & Receptionist
37 hours per week, 41 weeks per year (Term Time Plus 2 weeks)
NJC3 – NJC6 (£23,121 – £24,234 per annum, actual pay)
To start asap
Derby Moor is a vibrant and exciting place to work and to learn as both a student and a member of staff. Our school motto of ‘Together We Succeed’ captures our approach to life and learning at the academy and also reflects the diversity and aspiration of our school community. Our motto is underpinned by our four core values:
Achievement – We believe that everyone can achieve, regardless of background or personal circumstance.
Aspiration – We believe our students and staff can be the best in their chosen field. Our renowned employability curriculum gives our students the knowledge, skills-base and experiences they need to aim for greatness and to aspire to be the best they can be. For staff, our bespoke cpd offer ensures they have developmental opportunities and are supported to become expert practitioners.
High Expectations – We believe high expectations are the foundations of success and expect the highest standards from our community. This is in terms of their conduct, communication and commitment to their own development. We are preparing students for life and the world of work, as such, we will not settle for anything less than excellence.
Community – We believe that the community at Derby Moor is unique and is key in preparing our young people for life in modern Britain. Our community is diverse and we all embrace the rich variety of faiths, cultures and backgrounds that exist here, working together to ensure everyone feels valued, safe and fulfilled.
At Derby Moor Spencer Academy, we take great pride in the facilities that we offer our students. Our school was re-built in 2013 and now features a welcoming entrance plaza, state of the art technology and a diverse range of learning spaces and sports facilities.
We are seeking to appoint an individual:
· To provide support for the welfare and behaviour of students, promoting positive student attitudes and behaviour in and around school and mutual respect for members of the school community.
· To provide support and intervention to promote student attainment, achievement, attendance and well-being.
· To work as part of a team to promote and support whole school policies including raising attainment, behaviour, rewards, attendance and punctuality and Reception.
· To promote positive relations and ensure excellent communication across the school community and with external agencies.
· To participate in efficient, effective and proactive organisational and administrative support for the pastoral team.
· To be part of the cover / buddy rota for First Aid provision (training will be provided) in the absence of the Primary First Aider.
In return, as part of the Spencer Academies Trust, we can offer you: 
· A GOOD school (OFSTED 2012, 2017 and 2022) 
· A friendly, supportive and professional team of staff
· A commitment to provide Continuing Professional Development
· An excellent support programme for new staff
If you would like to discuss the role, or have any queries, please contact the HR team on 01332 772706 or email hr@derbymoorspencer.org.uk
Early application is strongly encouraged as we reserve the right to close the advert and interview ahead of the stated closing date.
Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our children and young people. Therefore, we expect everyone to share this commitment. All appointments are subject to satisfactory pre- employment checks, including a satisfactory Enhanced criminal records with Barred List Check through the Disclosure and Barring Service (DBS) and the completion of Level 2 Safeguarding training.
It is an offence to apply for the role if an applicant is barred from engaging in regulated activity relevant to children (where the role involves this type of regulated activity).
[bookmark: _Hlk91162957]The Trust and its member academies are committed to promoting equality and diversity in both employment and education provision. We aim to ensure that students, parents, governors, employees, contractors, partners, clients and other stakeholders within the Trust community are treated fairly, and with dignity and respect regardless of Protected Characteristics.
Spencer Academies Trust is a Disability Confident Committed Employer.
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