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Dear applicant 

 

Thank you for expressing an Interest In Windsor High School and 

Sixth Form. 

 

We are a large and heavily oversubscribed school with an excellent 

reputation and approximately seventeen hundred students.  We value 

the role that high quality professional development can play in our 

school’s success and consequently, we have a wide and varied 

programme of professional learning and bespoke leadership 

development opportunities that are undertaken by our staff. 

 

We are the founder school of Windsor Academy Trust and many of our 

staff take up opportunities to lead activities and initiatives across the 

Trust. 

 

As a school we seek to combine the highest academic achievement 

with maximum extra-curricular involvement.  We have over 100 clubs 

that run every week before, during and after school with a multitude of 

other fixtures, trips and visits.  In terms of academic achievement, our 

headline results have been strong again following many years of 

previous success that have seen us top of government performance 

tables for both GCSE results and post 16 study.  We have achieved a 

positive progress 8 score since the system began. 

 

We have a strong commitment to “developing tomorrow’s leader 

today”.  Our student leadership programme has a National profile and 

extends throughout all subjects and into wider areas of the community.  

It has high status and attracts the vast majority of our students at a 

range of different levels. 

 
We are proud of our track record in delivering academic success to our 

students.  This has been the result of a close collaborative relationship 

between staff and students.  Our students have taken on the 

responsibility of developing a set of core characteristics, attributes and 

behaviours fundamental to their success as learners. 

 

Teaching and learning is our core purpose.  Our vision for Teaching 

and Learning is to engage, enthuse and inspire every lesson, every 

day.  We are driven by our best practice at Windsor and for this reason 

our staff have created ten Teaching and Learning Principles which we 

collectively believe underpin effective Teaching and Learning.  These 

principles have provided us with a consistent and coherent approach 

as well as a common language to use when talking about Teaching 

and Learning. 

 

Pastoral strength is a feature of Windsor and there is a large specialist 

team in place.  The House system is particularly strong and active and 

provides an excellent way in which to engage students positively.  We 

have good behaviour, high standard of uniform and excellent support 

from parents.  Our ethos is based upon the “Windsor Way” which 

promotes mutual respect and responsibility and develops character. 

 

In 2010 we were successful in moving from an 11 – 16 school and 

opened our Sixth Form.  The Sixth Form building is a modern and high 

quality environment.  The Sixth Form is thriving having approximately 

300 students on site. 

 

Steve Lanckham 

Headteacher 

 

 
 
 

 



 
  



 



 
 
 

 
 

 

 



 
 

 

  

Key areas of responsibility:  
 
Support the work of: 
 

 Assistant Headteacher i/c Teaching & Learning (CDe). 

 Teacher i/c Work Experience and Careers. 

 Support the iPad for Learning programme. 

 Duke of Edinburgh Award Administration. 

 Maintaining stationery supplies for LT and Administrative Team. 

 Monitor and administer general typing (admin email account) to ensure it is produced 
appropriately and as per instructions. 

 Support the work of HR Lead maintaining confidentiality in all aspects of these tasks. 
 
Key Tasks: 
 

 ParentMail administration for communications involving payments. 

 Work Experience processing for Y10.  

 Update Unifrog tracking system for KS4 students. 

 Administration of the Y11 reference process. 

 Ordering and stock control of stationery.  

 Provide admin support for PTA and 50/50 Club Administration. 

 Sports Award evening administration. 
 
Administrative support for Assistant Headteacher (CDe) 
 

 Admin support for ECT1 and ECT2 Trainee Teacher programme. 

 Admin support for Trainee Teachers at Windsor. 

 Coaching. 

 T&L strategic team. 

 CPL. 

 Sharing Good Practice schedule. 

 STEM. 
 
 

Admin support for iPad for Learning  
 

 Create spreadsheet for whole year group and ensure that it is updated regularly. 

 Send out invitations to online information sessions (from WAT) and compile returns. 

 Monitor uptake of IPad for Learning agreements, sharing contribution letters, answering 
questions etc where necessary. 

 Ensure student/parent agreements are completed and signed.  

 Administrator for CPU Mobile Learning Site. 

 Monitor CPU site continually to check for Insurance claims and Direct Debit information. Liaise 
with Leadership Team to ensure DD payments continue. 

 Receive damaged iPads from student, report on CPU Mobile Learning site and return to 
provider for replacement. 

 
General 
 

 Filing, photocopying, collating, distribution of paperwork. 

 General administration tasks. 

 Data input. 

 General First Aid – To provide first aid assistance to staff and students as required and in 
accordance with the School’s first aid rota (full training will be given). 

 General typing. 

 Reception cover in school holidays – 3 days to be set – remainder to be worked in agreement 

with Line Manager. 

 
This job description is a representative document.  Other reasonably similar duties may be 
allocated from time to time commensurate with the general character of the post and its grading.  
The person appointed will be expected to work flexibly and the exact nature of the duties 
described above is subject to periodic review and is liable to change. 
 
To do other reasonable tasks as required from time to time at the discretion of the Headteacher 
 

Windsor High School and Sixth Form is committed to safeguarding and promoting the welfare of 
children and expects all staff and volunteers to share this commitment.  This post is subject to an 
enhanced DBS with barred lists check. 
 
 



  

 
 

ATTRIBUTES   

Qualifications  Good standard of education 
 Ability to use Microsoft products eg Word, Excel 
 NVQ Level 3, RSA II typing or equivalent 
 Knowledge of Powerpoint and Publisher 
 First aid qualification 

 

E 
E 
D 
D 
D 

Work related 
experience / 
Specialist 
knowledge 

 Skills in reception/general office duties 
 Ability to communicate with a range of people including outside 

agencies and have empathy with a wide variety of people 
 Ability to produce accurate work 
 Excellent written communication skills 
 Skills in general office procedures 
 Ability to work using own initiative 
 Ability to remain calm and professional in a variety of situations 
 Willingness to undertake further training including IT and First Aid 
 Working knowledge of schools 
 Ability to prioritise 
 SIMS experience 

 

E 
E 
 
E 
E 
E 
E 
E 
E 
D 
D 
D 
 

Aptitudes, 
skills and 
abilities 

 Excellent organisational skills 
 Patience 
 Sense of humour 
 Motivated 
 Ability to work independently and as part of a team 
 Ability to be flexible 
 Ability to be assertive 

 

E 
E 
E 
E 
E 
E 
D 

Other 
 

 Windsor High School and Sixth Form is committed to 
safeguarding and promoting the welfare of children and expects 
all staff and volunteers to share this commitment.  This post is 
subject to an enhanced DBS with barred list checks. 
 

E 
 
 

 
 

E = Essential    D = Desirable 
 



 
  

The closing date for completed applications is Monday 

31st January 2022 at 12.30 pm. 

 

 Applications forms must be completed in full and 

applicants should directly address the skills and 

experience outlined in the person specification 

 For more information about this position, or to have 

a confidential discussion about the role, please 

contact Sue Cooper, HR Lead on 0121 550 1452. 

 

We look forward to hearing from you! 

 



 

 
 

 

 

 
 

 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 
 

 
 
 
 
 

 
 

 
 
 

 
 
 
 

 

 
 

 
 

 
 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 

 

 
 
 
 

 

 
 
 
 

 
 
 
 

 

 
 

 
 

 
 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 
 

 
 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 
 

 
 
 
 

 

 
 

 
 

 
 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 
 

 

 
 

 
 

 
 
 

 

 

 
 
 

 

 
 

 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 

 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

 
 
 

  

 

 
 
 

 

 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 
 
 

 
 

 
 
 

 
 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 

 
 
 

 

 
 

 

 

 
 
 

 

 

 
 
 

 

 
 

 
 

 
 
 

 
 

 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 
 

 
 
 

 

 
 
 

 

 
 

 



We will: 

Provide you with clear, 

accurate and timely 

information 

Give you the opportunity to 

ask questions 

Respond to enquiries 

promptly 

Adopt a fair and consistent 

assessment process 

Make sure you have all the 

documentation and details 

you need for your interview 

Provide you with a full insight 

about what it’s like to work for 

WAT and be a part of our family 

Ensure all offers are fair and 

equitable 

In return we will ask that you: 

Be honest and upfront about your 

experience, goals and aspirations 

Provide open and accurate 

information when submitting 

your application 

 
 
 

 
   
  
  
 

 

 
 

 
 

 

 

 
 

 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 
 

 
 
 
 
 

 
 

 
 
 

 
 
 
 

 

 
 

 
 

 
 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 

 

 
 
 
 

 

 
 
 
 

 
 
 
 

 

 
 

 
 

 
 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 
 

 
 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 
 

 
 
 
 

 

 
 

 
 

 
 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 
 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 
 

 

 
 

 
 

 
 
 

 

 

 
 
 

 

 
 

 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 

 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 
 
 

 
 

 
 
 

 
 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 
 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 

 
 
 

 

 
 

 

 

 
 
 

 

 

 
 
 

 

 
 

 
 

 
 
 

 
 

 
 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 
 

 
 
 

 

 
 
 

 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 

 

 

 
 
 

 

 
 
 

 

 

 
 
 

 

 
 
 

 

 
 

 
 

 



 
 

 

 

 
 

 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

  



 
 

 

 

 
 

 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 
 

 

 
 

 
 

 

 
 
 

 

 
 
 

 

 

 
 
 

  



WAT Central 

Trinity Point 

High Street 

Halesowen 

B63 3HY 

0121 602 7594 

info@windsoracademytrust.org.uk 

windsoracademytrust.org.uk 

@winacadtrust 

 

mailto:info@windsoracademytrust.org.uk

