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Our vision is for Queen Elizabeth’s to be an exceptional school which enables our young people
to flourish in life and make a positive difference to their community. We will achieve this by
providing an excellent education that develops knowledge, character, contribution, and
wisdom.

At Queen Elizabeth's we champion the characteristics we know our young people need to lead
a successful and fulfilled life. Ambition, a sense of community and kindness are essential for
human flourishing and are at the core of what we do as a school.

Ambition: we work hard to be the best we can be so that we flourish in life.

Community: we take part in opportunities to make a positive difference to ourselves, each
other and our wider community. We honour being together and are proud to be part of our
school.

Kindness: we act with kindness so that others feel respected, valued and cared for.

For an informal conversation about the position please contact Anna Field at
anna.field@aqe.devon.sch.uk

An application pack can be found at 0
https:/ [www.tedwraggtrust.co.uk/vacancy or click on APPLY NOW

the apply now button
Ny
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http://www.tedwraggtrust.co.uk/vacancy

Dear Applicant,

Thank you for your interest in this post at Queen Elizabeth’'s School. The school currently has 1100
students on roll of whom 110 are in the Sixth Form. The majority of our students are drawn from
our partner primary schools across mid Devon and the greater Exeter area.

Founded in the 16th century, our school is set in the market town of Crediton, just 7 miles from
Exeter. We are an ambitious school dedicated to providing an excellent education that
develops knowledge, character, contribution and wisdom. Our Year 7 and 8 students are taught
on our Lower School site and Years 9-13 at our Upper School site on Western Road.

At Queen Elizabeth’s our coaching programme supports all colleagues to continuously improve
their classroom and leadership practice. We were delighted to have met the expected
standard in the most recent Ofsted report in May 2026, which recognised our high-quality
curriculum and continued improvement in achieving positive outcomes for all students.
Through high quality teaching and a broad range of extra-curricular activities ensure that our
students and staff live out our values of ambition, community and kindness.

Our pillars of staff culture support all of our interactions as a school. This means being better
every day, putting the team before the individual and demonstrating kindness by being both
warm and strict.

By actively committing to these values and behaviours, staff will contribute to creating a school
culture where everyone flourishes.

This recruitment pack outlines the key duties and accountabilities of the post.

The successful applicant will:
e have a clear, well communicated understanding of the most effective teaching and
learning techniques that lead to strong student progress.
e possess the skills and determination to make a positive difference to the lives of our
students.
e be relentless in encouraging all students to build their knowledge and actively contribute to
school life within our community so that they develop a sense of pride and belonging.

Yours sincerely
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An ambitious and inclusive Trust of schools strengthening

our communities through excellent education.

On behalf of the Ted Wragg Trust, | would like to thank you
for your interest in working for our Trust. This is an excellent
opportunity to join our Trust and work in one of our 17
schools.

In our ambitious and inclusive Trust of schools we know
that every individual is critical to help us to achieve our
collective mission to transform lives, strengthen
communities and make the world a better place.

Moira Marder, OBE

Our values driven, growing 2-18 Trust, has the
highest expectations for every child, every day,
with social justice at our core. In this pack you will
find out more about how we support, develop
and grow great people.

This is a hugely exciting time for our Trust as we
continue to grow, embed, improve and innovate
to improve the life chances of all children in the
South West.

Love
coming to
work

Enjoy
high-quality
development

Inspire
others

We put children
at the heart
of all we do Relentlessly
positive
colloberation

Make the
world
better ploce
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Job Description

663 Hours poa.

17 hours per week during term time.

Typical working pattern 8am-5pm - 2 days a week with a half an hour unpaid break. Monday and
Friday. This post and another three day post cover the five day working week during term time. This
working pattern is subject to change and you will be required to work flexibly with colleagues to ensure
the operational needs of the school are met.

Role Purpose:

To provide front of house' and administrative support services for the school, ensuring positive first
impressions for visitors and an efficient service to students, parents and staff. The role involves working
collaboratively with a broad range of colleagues. Queen Elizaboeth's is a large School based across two
campuses, the post holder will work flexibly across both sites.

Job Description

To work alone or as part of a team to provide a welcoming first point of contact for all visitors to the
school and to respond efficiently to email and telephone switchiboard enquiries.

To provide general clerical and administrative support for a wide variety of functions including but
not limited to word processing, parental communications, postage, photocopying, data input and
filing.

To enable effective communication between school stakeholders including students, staff and
parents.

To support the administration of school databases including Bromcom and those for parental
communications.

To support and administer student welfare, attendance, admission, transition and behaviour
systems, cover, Tutors and Year Team Leaders.

To assist in the planning and organisation of school events and activities.

To play a key communications role in the schools emergency procedures.

To assist with general display work around the school.

To undertake training as required.

To support the achievement of the schools objectives by working proactively with colleagues on
activities outside direct area of responsibility as required.

To follow the schools ICT policy for safe use of ICT.

To be aware of and assume the appropriate level of responsibility for safeguarding and promoting
the welfare of children and to report any concerns in accordance with the schools safeguarding
policies.

To comply with legislation, policies and procedures relating to confidentiality and data protection,
reporting any concerns to the appropriate person.

To work in compliance with the Codes of Conduct, Regulations and policies of the school and its
commitment to equal opportunities.

To comply with the school's Health & Safety policy, procedures and statutory requirements.
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Person Specification

Qualifications and Experience

Essential/Desirable

Educated to GCSE level or above including a minimum of GCSE grade C in English Essential
Experience of working in a learning environment with young people Desirable
Reception/Front of house experience Desirable
Customer service focussed experience Essential
General administration experience Desirable
Using a range of ICT packages Essential
Working knowledge of School systems Desirable
Passionate belief in the potential of all young people Essential
Ability to work without close supervision Essential
Good interpersonal skills including; a welcoming, professional and approachable Essential
style, the confidence to deal with complex situations appropriately, the ability to

be assertive when required

Effective planning and organisation skills Essential
Strong communication skills, able to; build positive professional relationships with | Essential
young people, parents and colleagues, construct formal and informal

communications to a high standard, remain calm and seek constructive solutions

when dealing with pressured situations, be a good ambassador for the school,

respond professionally to enquiries in person, by email and telephone

MNumeracy, literacy and ICT skills at a level appropriate to the role. Competent Essential
Microsoft office (Outlook, Word and Excel) user

Able to manage confidential information appropriately and with discretion Essential
Resilient, able to respond well under pressure Essential
Positive, confident and constructive in approach with high levels of enthusiasm Essential
and energy

Able to use initiative to solve problems Essential
Flexible and adaptable in approach Essential
Willingness to participate in ongoing training and development Essential
Able to work effectively as a member of a team Essential
Respect for all members of our community and able to model this respect Essential
Understanding of safeguarding issues and able to promote the welfare of children | Essential
and young people

Suitability to work with children Essential




We know that our people are our greatest asset and research tells us that happiness at work is
directly linked to student happiness and consequently student outcomes.

We are working hard to make sure that all our employees love coming to work.

Our Trust is dedicated to fostering an environment where employees
can reach their full potential, with dignity, respect, and equall
opportunities for all.

We value the unique contributions of each individual, recognising that
diversity strengthens our community and makes our Trust a
positive place to work and grow.

We are committed to excellent employment practices that attract
and retain talent from a variety of backgrounds and communities.

The aim of our people strategy is to be the greatest place Welcome

great

to work in the South West.

We know that to realise our ambitious aim we must

welcome, retain and develop our great people who work
day in day out to transform the lives of the children in our
Trust. o
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#lifeattedwragg is focussed on ensuring all our employees:

e Love coming to work and have a strong sense of belonging

e Experience high quality development through our dedicated development curriculums
delivered by the Ted Wragg Institute

e Inspire others with their open and collaborative approach

To find out more about what it is like to work at \ Love coming to work CC 2
the Ted Wragg Trust, explore our development — .
curriculums and hear from our employees

please visit our website at _ — _
www.tedwraggtrust.co.uk/workwith us | Inspire others 5\,_3

RECRUITMENT PACK



e’ £
We want to ensure that our people feel invested and fulfilled in their role by providing

personalised, relevant and engaging professional development. Our brand-new Ted Wragg
Institute (TWI) delivers our high-quality development offer for all, across our family of schools.

Our incredible offer includes Trust CDP, Leadership Development, Networks, Cohort-specific
training and NPQs. Take a look at our offer this year here.

Early Career Teachers

If you are an Early Career Teacher you will benefit from our tailored Early Career Framework
combining weekly instructional coaching, asynchronous independent learning, online ‘clinics” and
in-person conferences. With a dedicated mentor or coach and access to supportive networks
the ECTs in our Trust are supported and developed to reach their full potential.

Our professional development delivery model

Our professional development delivery is underpinned by our Education key concept
(see page 8). We believe that professional development should build knowledge,
motivate, develop techniques and embed practice.

At the Ted Wragg Trust, we are research informed and believe that it is important that
everyone involved in sharing ideas understands the underlying rationale and evidence
base. We ensure that professional development is:

PURPOSE BEWEFIT

s--ev.Cy.

Sustained Practice-Based Domain-Specific External Expertise  Professional
Frequency is critical, Create new habits Create new habits Challenge the familiar Buy-In
not time span & refresh ideas Purpose & benefits

eclipse volunteering

We believe this slightly adapted model from Teaching Walkthrus 2, Tom Sherrington and
Oliver Caviglioli is applicable to all professional development and will underpin the
delivery of all our professional development networks, seminars and webinars.
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Our Ted Wragg Standard provides a minimum set of high
standards across all our schools to establish clear structures,
Ted Wragg implement effective processes and hold each other to account

Standard to enable excellence. It is based on our three key concepts:
Leadership, Education and Every Child Succeeds.

Key Concept: Leadership

We believe that great leadership: ‘ ‘ ‘

Fiercely Thrives in a Is locally
educates complex system enabled

Key Concept: Education

We have a clearly defined and articulated
learning model that is understood by all
teaching staff. This model of the learning
process uses the concepts of Working
Memory and Long-Term Memory. It draws
on ideas from Cognitive Load Theory and the
work of Daniel Willingham.

Key Concept: Every Child Succeeds

We believe individual development

is well explained using Maslow; that e —
H St H Child Famil School
an individual grows in an + soop e - recy seoppbtoms + sohovkr e anascfr,
* eat breakfast * nutritional diet including Accessibility, Safeguarding, Supporting
M . breakfast Pupils with Medical Conditi d Anti-
ecosystem and can be mterpreted R
« attend school regularly * adequate housing * Online Safety lessons and workshops for
. 3 « clean clothing parents/carers
using Bronfenbrenner's work, and * Stppert schol pocies + Koy Holpsuppor
t * Protect from dangers  First Aid trained staff

« attend medical appointments ¢ Attendance Engagement Officer and

th Ot We O re | nte rd e pe n d e nt  feueatendance B aced . :Stsrirt‘ii?\g‘\:i:gi?s and free breakfast

* Foodbank support
* Wrap around care

We believe that to enable our children to live a life

Mesosystem
of opportunity, we need to understand what true T e D
inclusion means. To us, our model is based on
Maslow’s hierarchy of needs and the Macrosystem
Bronfenbrenner’s ecology of inclusive education. e

* 0-25 SEND Team
* Virtual School
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A critical part of our People Strategy is to ensure that we welcome and retain our great
employees and ensure that they are supported both at home and at work.

When you join our Ted Wragg family we are here for you every step of the way. Here are some

of the benefits we offer:

and networking
opportunities

¢ Exceptional development
< P P
b YA

Free annual fiu jab,
eyea test and
allowance for glasses

Frea, confidential
employas halpline.
Available 24-7 through
Health Assured

Up to 10% off
all Pure Gyms

)

@ PUREGYM

Lip to 2 days paid
emargancy time off
for dependants

'E'.:E}'t;l Timetabled
D Q instructional coaching
for all teachers

¥

.‘. ‘

N
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Cost of blue light
@ PLUE. cards can be
£ARDL claimed through

axpansas

Exclusive discounts;
cashbock and
vouchers

hooess (o Wisdom app

\ J_’F to support your mental

health

™ up to the value
BRIEID) <z

_aycleschomo.comlk

i Generous public
sactor pension
-= schemas for all staft
=

=

Family friendly policies
and flexible working
opportunities




Professor Ted Wragg, in whose memory
the Ted Wragg Trust is named, was
passionate about how education can
transform young people’s futures.
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