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Welburn Hall School

Welburn Hall is a generic special school/college for children and young people aged 8 to
19 years with a wide range of special educational needs.

Set in over 20 acres of stunning countryside, Welburn Hall School is situated in the market
town of Kirkbymoorside; nestled on the edge of the North York Moors National Park. With
dedicated staff, fantastic facilities and beautiful buildings, we create a calm and inspiring
place to learn, live and work.

A North Yorkshire County Council maintained special school, we have a strong reputation
for excellence; offering a dynamic, innovative and unique learning journey for pupils aged
8 to 19 years, with a wide range of physical disabilities or learning difficulties. Welburn
Hall also boasts a vibrant and successful residential 6th Form College, catering for young
people between the ages of 16 and 19.

Our aim is to ensure all pupils and students have the opportunities they need to reach their
full potential for academic achievement, independence and personal development. We
pride ourselves in being a warm and friendly school; our staff are our greatest resource and
are highly valued for the contribution and difference they make to the lives of our pupils.
Our ethos and core values of respect, perseverance and excellence support this model and
are lived out in the daily work of the school.

(V]

oY)

©
a

NYES ‘ Resourcing
\ 4 Solutions




Application Process

Closing Date: 11:59pm, Sunday 16™ April 2023
Interviews: Tuesday 25" April 2023

Completed applications must be emailed to: NYES. Resourcing@northyorks.gov.uk
or posted to Welburn Hall School, Kirkbymoorside, York, YO62 7HQ.

If you think you’re the person for the job, please complete the enclosed application form
with your supporting statement, no more than two sides of A4, and send to the email
address above by the closing date. An email will be sent to shortlisted candidates with
details of the interview process.

Queries / School Visits

Informal chats about the role are welcomed and encouraged. For queries or to arrange a
call or visit with the Headteacher please contact:

Chloe Bullen at Chloe.Bullen@northyorks.gov.uk or on 01609 536 964 (Ext 6964)

We actively welcome you to contact Chloe Bullen at North Yorkshire County Council to chat
through the role and talk informally about the school/post, and how working here will make
a real difference to the children and young people on the coast.
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Job Description

POST: School Administrator

GRADE: Grade C (scp

2-4)

RESPONSIBLE TO: School Admin Officer / Headteacher/ Business Manager

STAFF MANAGED: None

POST REF:

JOB FAMILY: 2

JOB PURPOSE:

To provide an administrative support service to the Headteacher and
the school under the direction or instruction of the head-teacher or
other senior staff. This may include some basic finance duties and the
role may involve the post holder demonstrating their own duties and
providing advice and guidance to new employees and others.

JOB CONTEXT:

Works within the busy environment of the school office managing the
administration for the school, providing an administrative,
reprographics, budget monitoring and reception service, where
excellent organisational skills are essential in order to deal with the
variety of tasks that need to be undertaken

This school is committed to safeguarding and promoting the welfare
of our pupils and young people. We have a robust Child Protection
Policy and all staff will receive training relevant to their role at
induction and throughout employment at the School. We expect all
staff and volunteers to share this commitment. This post is subject to
a satisfactory enhanced Disclosure and Barring Service criminal
records check for work with children.

ACCOUNTABILITIES / MAIN RESPONSIBILITIES

Operational Issues | o

Provision of administrative, clerical and secretarial duties as
required.

Assist in preparation of reports as required

Obtain quotes from contractors and ensure that adequate and
appropriate insurance cover is held by contractors.

Take minutes at various meetings as required.
Diary management
Assist teaching and non-teaching staff with administration queries.

Undertake wages and salary administration and distribution which
may involve liaison with the Local Authority offices.

Make arrangements for school lettings.

Report concerns and obtain support for any issues raised.
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Communications

¢ Communicate effectively with other staff, Governors, visitors,

contractors, pupils and their families/carers.

Undertake reception duties; act as first point of contact in response
to telephone and face to face enquiries.

Attend staff meetings and training days by agreement with the
Headteacher.

People/Resource

Participate in the schools performance management scheme.

management _ _ _ _ o
Assist senior staff with budget preparation and revision as
necessary.
Assist in monitoring the school budget on a regular basis. In
addition to maintaining computerised records this involves liaison
with the Headteacher
Undertake some administration of school accounts, including
handling of small amounts of cash, collecting monies and payments
of bills and invoices.
Assist in the induction of new employees
Monitor stock levels, order office materials, equipment and services
and check incoming orders
Highlight additional training and supervision needs to build on your
skills and knowledge.
Participate in training and other learning activities and performance
development as required.

Safeguarding Know about data protection issues in the context of your role.

Maintain confidentiality as appropriate

Be responsible for promoting and safeguarding the welfare of
children and young people that you are responsible for and come
into contact with, by knowing who to report concerns to.

Have an awareness and basic knowledge where appropriate of the
most recent safeguarding legislation.

Systems and
Information

Maintain computerised and manual pupil/staff records.

Be aware that different types of information exist (for example,
confidential information, personal data and sensitive personal
data), and appreciate the implications of those differences.

Share information appropriately — in writing, by telephone,
electronically and in person.
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Data Protection

To comply with the County Council’s policies and supporting
documentation in relation to Information Governance this includes
Data Protection, Information Security and Confidentiality.

Health and Safety

Be aware of and implement your health & safety responsibilities as
an employee and where appropriate any additional specialist or
managerial health & safety responsibilities as defined in the Health
& Safety policy and procedure.

Equalities

We aim to make sure that services are provided fairly to all
sections of our community, and that all our existing and future
employees have equal opportunities.

Ensure services are delivered in accordance with the aims of the
equality Policy Statement.

Develop own understanding of equality issues.

Flexibility

North Yorkshire County Council provides front line services, which
recognises the need to respond flexibly to changing demands and
circumstances. Whilst this job outline provides a summary of the
post, this may need to be adapted or adjusted to meet changing
circumstances. Such changes would be commensurate with the
grading of the post and would be subject to consultation. All staff
are required to comply with County Council Policies and Procedures.

Customer Service

The County Council requires a commitment to equity of access and
outcomes, this will include due regard to equality, diversity, dignity,
respect and human rights and working with others to keep
vulnerable people safe from abuse and mistreatment.

The County Council requires that staff offer the best level of service
to their customers and behave in a way that gives them
confidence. Customers will be treated as individuals, with respect
for their diversity, culture and values.

Understand your own role and its limits, and the importance of
providing care or support.

Date of Issue:

26 November 2020
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Person Specification

Essential upon appointment

Desirable on
appointment

Knowledge

Knowledge of administration and office systems

Knowledge of Behaviour
Management techniques
Knowledge of Child
Protection and Health &
Safety legislations and
procedures

Knowledge of mentoring
approaches

Experience e Cash handling
e Clerical or administrative experience experience

e Experience of working with Microsoft Office

Occupational Skills

e Computer literate

e Good interpersonal and communication skills

e Good numeracy and literacy skills

e Judgemental skills

e Ability to work to deadlines

Qualifications e Appropriate first aid
[ ]

Literacy & numeracy qualification e.g. Level 2 qualification or
equivalent

training (Dependent on
the schools needs -
insert as appropriate)
CLAIT Plus, ECDL or
Level 2 Word
Processing

Personal Qualities

Attention to detail, neatness and accuracy
Organisational skills

Ability to work successfully in a team
Confidentiality

Other Requirements

To be committed to the school’s policy and ethos.

To be committed to Continual Professional Development.
Motivation to work with children and young people.

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

Enhanced DBS clearance required
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