
 

Sixth Form  
Supervisor/Administrator 

Recruitment Pack 



 

Sixth Form Supervisor/Administrator 
Required as soon as possible 

 
Salary:  NJC Scale 4, Points 7-10 (£29,346 to £30,630 FTE) 

Actual Salary:  £25,657 per annum depending on experience 
Hours: 8.00am-4.00pm, Monday to Thursday and 8.00am – 3.45pm on Friday 

36 hours per week over 40 weeks per annum (Term Time plus PD Days and a further two weeks, 
one of which is to be worked at the end of August) 

 
 

Langley Park School for Girls is seeking to appoint an experienced and dynamic Sixth Form 
Supervisor/Administrator to join the Sixth Form team as soon as possible.   

This is a diverse role within the Sixth Form and Admin Teams at LPGS. The successful candidate 
will be a strong team player and confident user of MS Office (Outlook, Word and Excel etc.), with a 
positive attitude to working with both students and staff.  Being highly organised with effective 
time management skills is essential in managing this diverse workload, as is attention to detail.   

The successful candidate will work in the sixth form, situated in the common room office and 
perform a range of administrative duties to support the school and students. 

Although experience and qualifications will be an advantage, first and foremost we wish to 
appoint the right person to complement our team.  The successful applicant will have access to 
on-site training and support.  

Langley Park School for Girls (LPGS) is a high achieving, popular and well-respected school within 
our local community. Situated on the Langley Park campus alongside our neighbouring boys’ 
school and primary school, we benefit from excellent transport links to and from central London 
and proximity to the Kent countryside. LPGS is an exciting place to work; a school in which 
students are motivated to achieve their best and work hard to make excellent progress. We want 
our students to leave LPGS empowered to shape their own lives, and those of others, as the 
leaders of tomorrow. 

“Pupils flourish into independent, confident young adults at this school.” 

“Pupils are polite, kind and respectful to one another. They have strong professional 
relationships with their teachers.” (Ofsted) 

“The school curriculum supports pupils to excel.” (Ofsted) 

We can offer: 

• Highly motivated students with a commitment to their learning.  
• Very good standards of student behaviour. 
• Innovative approaches to Teacher Professional Development. 
• Opportunities to work and grow within our trust and beyond the school.  
• A friendly and supportive working environment. 



 

• An Employee Assistance Programme and flu vaccination. 
 

Closing Date: Tuesday 21st January  (9.00am) 
Expected date for interviews: Friday 24th January 

 
Please send your completed application form to Helen Partridge  

(HR Manager) hpa@lpgs.bromley.sch.uk  
 

We are committed to equality of opportunity for all our staff. We particularly welcome applicants from ethnic minority 
backgrounds as they are currently under-represented on our staff body. We recognise the vital contribution that 

members of a diverse team make to our students’ learning.  The range of cultural experiences, differing viewpoints and 
role models this brings is valued in our Trust. 

 
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff 

and volunteers to share this commitment.  Therefore, the successful applicant will be subject to Enhanced Disclosure 
and Barring Service check. 

mailto:hpa@lpgs.bromley.sch.uk


 

 
Dear Candidate, 
Thank you for your interest in joining our community as a Sixth Form 
Supervisor/Administrator. The information here gives a brief sense of our school. 
Equally, you are most welcome to arrange time to visit.  
 
Langley Park School for Girls (LPGS), part of Impact Multi Academy Trust, is a large 
secondary comprehensive school in Beckenham. We have 1,200 girls in Year 7-11 and a 
large co-educational sixth form of 400-500 students. We proudly draw from a large 
number of boroughs and schools in our Sixth Form, creating a diverse and vibrant 
community.  
 
LPGS has a proud history and is an exciting environment in which to work and study. 
The arts are highly valued and invested in and staff and students alike enjoy the wide 
range of opportunities available: our dynamic careers academy and huge range of 
clubs, societies, groups and trips.  
 
We have an ambitious and broad curriculum, for example:  

• All Year 7 students learn an instrument for a term as part of our music scheme to 
widen access and participation. 

• KS3 students enjoy Dance and a Visual Arts rotation of art, textiles and digital 
media. 

• Just recently, students have enjoyed trips to St Ives, the London Eye for 
speed-mentoring, Paris on Music tour, Camps International to Cambodia, 
to meet Malorie Blackman. 

 
We achieve positive academic results whilst also focusing on student wellbeing 
and mental health.  
 
If you would like to be part of our school community, we would welcome your 
application.  
 

 
 
Kind regards, 
 
Steve Whittle  
Headteacher



 



 



 

 
 
 

 
 

Impact Multi Academy Trust (IMAT) 
 

We believe that being a Trust with both primary and secondary schools is an enormous asset, 
since it enables us to share our expertise and knowledge, learning from each other to improve 
the education of children from ages 4 to 18. We have high aspirations for our students that 
attend Impact Multi Academy Trust schools. We also have high expectations about what they 
will receive from, and contribute to, their education.  
 
We believe strongly in educating the whole child. We offer our students the highest quality 
academic education, delivered within a broad, balanced and rich curriculum; alongside 
which our schools offer a wide range of high quality extra-curricular opportunities, with 
music and sport a particular strength.  
 
The heads, senior leaders and colleagues actively meet and collaborate – this work is 
furthered by our Curriculum Strategy Leads.  
 
Our Trust, as it is today, was formed in September 2022 and currently comprises seven 
schools: 
 

• Clare House Primary School  
• Hawes Down Primary School  
• Langley Park Primary School  
• Langley Park School for Boys  
• Langley Park School for Girls  
• Ravens Wood School  
• Hayes School  

 
For further information, please visit the Trust website www.imat.uk.  

 

 
 

 

 

http://www.imat.uk/


 

 
Staff Wellbeing  
Our commitment to this is captured in our Staff Wellbeing Charter which you can read 
in detail here and includes: 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

CPD – we invest in our staff and in ourselves through a 
professional growth approach to appraisal that prioritises 
our improvement as teachers over data-driven targets 

 

Respectful relationships are at the heart of how we 
approach others in our community: staff and students. 

 
We take a conscious work-load focused approach to 
marking (no onerous expectations), data drops and 
parents’ evenings. 

 

A deliberate and moderate approach to emails and 
communication, using scheduled staff communications 
instead of lots of emails and no expectation that staff 
respond outside of their working hours. 

 

 

 

Trained Mental Health First Aiders to support staff and a 
comprehensive Employee Assistance Programme that 
includes 24 hour support line, swift access to counselling and 
a wide range of advice and support via the Wisdom App. 

 

https://imattrust.s3.amazonaws.com/uploads/document/IMAT-Wellbeing-Charter-Principles.pdf?t=1708602757?ts=1708602757
https://imattrust.s3.amazonaws.com/uploads/document/Teacher-Professional-Growth-Policy-IMAT-2023.pdf?t=1708616002?ts=1708616002


 

Job Description   
Reporting to:  Assistant Headteacher – Sixth Form 
 
Purpose of the Role 

To foster a positive and focused learning environment in the Sixth Form, ensuring the highest 
standards of behaviour. To provide strong administrative support to teaching and pastoral staff in 
delivering an exceptional sixth form experience that enables all students to reach their full 
potential. 

To support the outcomes of young people by performing the following Duties and Responsibilities: 
 
Key Responsibilities: 

• Promote a positive learning environment by maintaining a calm and studious atmosphere 
in the Sixth Form area during lesson times 

• Supervise productive study in the student area of the Sixth Form Base 

• Encourage positive conduct during breaks within the Sixth Form Base, ensuring a respectful 
and orderly environment 

• Oversee and administer the loan of laptops, ensuring proper usage, charging, and storage 
protocols are followed 

• Support students and staff throughout the UCAS application process, providing guidance 
where necessary 

• Record and monitor significant incidents of positive or negative conduct using the MIS 
system (Bromcom) 

• Maintain and update dedicated Sixth Form noticeboards to communicate key information, 
events, opportunities, and deadlines to students 

• Inform the Head of Year and Assistant Headteacher: Sixth Form of any issues related to 
resources or Teaching & Learning 

• Collaborate with the Sixth Form Attendance Officer to address lateness or absence 
according to school policies and procedures 

• Contact parents/guardians regarding student illness or other concerns 

• Promote and oversee the administration of the Bursary Fund, ensuring eligibility and 
disbursement processes are followed 

• Actively contribute to the school’s Sixth Form Team, including participating in a rotation of 
duties and providing Guided Learning supervision cover when needed 

• Report health and safety concerns in line with the school’s policies and procedures 

• Proactively address concerns or issues as they arise, supporting both staff and students in 
achieving their goals 



 

 

Undertake any other reasonable duties as required to support the effective running of the Sixth 
Form and the wider school environment 

 

Person Specification 
Qualifications & Training 
GCSE/Level 2+ qualification in English and Mathematics Essential 
5 GCSEs or equivalent at grade C/4 or above  Essential 
Strong literacy and numeracy skills Essential 
First Aid Qualification Desirable 
Professional experience, knowledge and skills  
Experience of working within an educational setting with adults or young people Essential 
Show meticulous attention to detail Essential 
Possess good ICT skills, competent user of MS Office (inc Outlook, Word and Excel) Essential 
Experience of liaising with students, parents/carers, staff and other stakeholders Essential 
Have an understanding of safeguarding in education Essential 
Experience of using an MIS system Desirable 
Personal qualities  
Be a positive role model Essential 
Calm, patient with a good sense of humour Essential 
Be reflective about your own practice and committed to professional development Essential 
Be able to communicate effectively and accurately in written and spoken English Essential 
To possess strong organisational and communication skills, with attention to detail 
in managing tasks. 

Essential 

Be able to cope with change, be flexible and handle uncertainty Essential 
Have an understanding of the needs of children and young people Essential 
Have good time management and personal organisation skills Essential 
A proactive and collaborative approach to problem-solving and teamwork. Essential 
Be able to work on your own and to use your initiative to meet needs of children and 
young people 

Essential 

Be willing to contribute to the wider life of the school Essential 
Knowledge of school systems Desirable 
Able to communicate effectively with parents and carers Essential 
Able to work effectively with colleagues and form positive relationships Essential 
Personal Attributes  
Professional in manner, actions and appearance Essential 
Be passionate about young people and their education Essential 
Have an excellent attendance and punctuality record Essential 
Have a capacity for hard work Essential 
Special requirements of the role  
Show a commitment to safeguarding and promoting the welfare of children and 
young people 

Essential 

Committed to equality and inclusion Essential 
Ability to keep confidentiality Essential 

 



 

Explanatory Notes 
Application Procedure 
1. Read carefully all the information about this post. 
2. If you would like to arrange an informal chat about the position, please contact Helen 

Partridge hpa@lpgs.bromley.sch.uk  
3. Complete the application form as fully as possible.  You must use the Trust 

application form. If there is insufficient room on any section of the form, please 
provide the additional information on a separate sheet. 

4. In section ‘details in support of your application’ please tell us:  
a. Why you are applying for this post. 
b. How your experience, skills, training and/or qualifications equip you for this 

position and specifically how you meet the person specification and requirements 
of the job description.  

  
Early applications are encouraged and we reserve the right to close the vacancy early if a 
suitable candidate is found. 
 
Appointment Process  
1. Suitable applicants will be shortlisted for an interview. 
2. If you are successful, you will receive either a letter, email or phone call inviting you to 

attend an interview.  It is therefore important that you give us a daytime telephone 
number and email address.  

3. Candidates called to an interview will:  
a. Be given a tour of the school. 
b. Have an opportunity to meet with members of the team. 
c. Complete a task relevant to the role. 
d. Have a formal interview with the Line Leader and a member of the Senior 

Leadership Team. 
 

Pre- Employment Checks  
The successful applicant will be required to:  
1. Provide details of two referees who know you in a professional capacity, one of whom 

must be your current or more recent employer, Headteacher or mentor at your 
placement if you are still training.  It is our usual policy to take up references before 
interview where possible.  Employment is conditional on these references being 
deemed satisfactory. 

2. Provide proof of all relevant qualifications (GCSEs and A levels or equivalent), degree 
and teaching qualifications. 

3. Provide proof of eligibility to work in the UK. 
4. Undertake an Enhanced Disclosure and Barring Service check, and receive 

clearance.  Please note that an enhanced check will reveal all criminal convictions on 
record, including those that might be considered ‘spent’.  

mailto:hpa@lpgs.bromley.sch.uk


 

5. Complete a Health Declaration form and New Starter Health Assessment 
Questionnaire with our occupational health provider, Maitland Medical.  

 
Conditions of Service  
Employment is subject to a number of pre-employment checking procedures – these are 
given above.  
 
The job description may not be necessarily be a comprehensive definition of the post and 
may be subject to modification or amendment at any time after consultation with the 
post holder.  
 
Salary  
The salary will be in accordance with the National Joint Council for Local Government 
Services (NJC). 
 
Pension Scheme  
Support staff, whether full or part time, will automatically be enrolled into the Local 
Government Pension Scheme unless they elect to opt out.  
 
Policy on Equal Opportunities  
The Trust is an Equal Opportunities employer and appointments are based on the 
applicant’s ability to meet the requirements of the position.  
 
The Trust is opposed to any form of discrimination against any individual or group and 
welcomes the fact that our School includes a diversity of individuals from many races 
and cultures.  Behaviour which is discriminatory on the grounds of race, colour, culture, 
nationality, gender, sexual orientation, disability, religion will not be tolerated.  
 
The school is also committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment.



 

 


