
 

 

 

                                                                                                                                                    

 

         

 

                                                     

       

              

              

                               

School General Assistant 
Part-time, Fixed Term until 31 August 2022 

Information for Applicants 
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November 2021 

Dear Colleague 

Thank you for showing an interest in the post of School General Assistant at Stogursey Church of England 
Primary School.  These are very exciting times for our Trust, as we extend our formal collaboration with 
two of our local primary schools: Spaxton C of E and Stogursey C of E Primary schools and a further 
secondary school; Sexey’s  

The Quantock Education Trust is a fantastic organisation to be part of. Founded in 2016 by the 
Headteacher and Governors of Haygrove School, the QET (formerly known as the Haygrove Academy 
Trust) comprises a cross-phase and mixed group (church/non-church) of schools in Somerset. The current 
member schools are Haygrove School, Spaxton C of E Primary School, Stogursey C of E Primary School and 
Sexey’s School.  The key common factor for schools within the Trust is that they all share a common vision 
and ambition to improve the life opportunities of all the children and young people in their community. 
What binds them is a strong sense of collective responsibility for the education of all children between 2 
and 18, that seeks to remove any inhibiting factors associated with growing up in a rural community, 
particularly for those families in circumstances of deprivation. All member schools must commit to 
protect the religious character of its schools as well as the individual ethos and diversity of each school 
community. We work very closely with the Diocese, and collaboration across our family of schools and our 
wider community, sits at the heart of our values. We don’t seek to clone our schools, instead celebrating 
and harnessing the uniqueness of each one for the better of all.    

You will have gained from the website a snapshot of the culture, ethos, curriculum and support that we 
provide.  Life within the Quantock Education Trust is vibrant and dynamic. 

New colleagues are guaranteed a full programme of induction and support and we are committed to on-
going 'in-house' investment to meet the professional needs of all our staff. We have an open-culture and 
treat others with respect and fairness. We work together to meet the common need, share ideas, 
collaborate effectively for the benefit of the school and build relationships with colleagues and the 
community.  Our Teaching School status provides all staff with a wide range of opportunities to develop 
their career. 

The hours for this permanent post are 12 hours per week, Tuesday to Thursday.  This post is term-time 
only (38 working weeks).  The working hours are 11am to 3pm each day. The actual salary is £4,807pa 
based on Grade 17 full-time equivalent annual salary of £17,842.  This post is fixed term and will end on 
31 August 2022. 

This exciting and varied role will be an excellent opportunity for you to make a real difference and 
significantly contribute to the quality education we strive to achieve across the Trust.  You will be 
responsible for ensuring the smooth and effective running of the school office and all administrative and 
communicative systems.  You will also liaise with key professionals within the Trust’s central team over 
Finance, HR, Premises and HR functions as appropriate and providing accurate financial, personnel and 
site information to inform management decisions.   

Durleigh Road, Bridgwater, Somerset  TA6 7HW 
Tel: 01278 455531  Fax: 01278 427972 

www.haygroveschool.co.uk 
CEO – Mrs K Canham, BA (Hons), MA 
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Ideal candidates will have a good standard of literacy and numeracy and will also have had prior 
experience of working in a school or educational setting.  You will be expected to be self-motivated and 
possess excellent interpersonal skills.  Candidates should also have a commitment to young people, their 
welfare, education and personal development.  This is a fantastic opportunity for you to make a real 
difference  

If you wish to proceed with an application for this post, please complete an application form from our 
website, together with a covering letter outlining your experience and qualities, and return it to the 
school by the closing date of 1 December 2021.  This post is subject to an enhanced DBS disclosure of 
criminal records and proof of identity and Right to Work in the UK. 

We are intending to interview w/c 6 December 2021.  If you have not heard from the school by then, you 
may assume that your application has been unsuccessful on this occasion. 

The Quantock Education Trust has first class training and support in place for teaching and support staff 

and offers bespoke training and opportunities for career development. 

If you wish to proceed with an application for this post, please complete an application form from our 

website, together with a covering letter outlining your experience and qualities, and return it to the 

school.  This post is subject to disclosure of criminal records and proof of identity. 

 

I look forward to receiving your application. 

Yours faithfully 

 

Mrs Karen Canham,  

CEO, Quantock Education Trust 
  



 

 

 

                                                                 

Introduction 

Founded in 2016 by the Headteacher and governors of Haygrove School, the Quantock Education Trust (QET), 
formerly known as the Haygrove Academy Trust, comprises a cross-phase group of closely located schools: two 
primaries; Spaxton C of E Primary, Stogursey C of E Primary and two secondaries; Haygrove School and Sexey’s 
School. 

The two primary schools were given the approval from the Regional Schools’ Commissioner to become 
academies to join the QET in 2018 and Sexey’s more recently in October 2021.   

The geographical proximity is an important factor in the Trust rationale, but it is even more important that 
each school has committed to share a common vision and ambition to improve the life opportunities of all the 
children and young people in the community.  What binds us all is a strong sense of collective and moral 
responsibility for the education of all children between the ages of 2 and 18, seeking to increase opportunities 
for learning and enrichment for those growing up in a rural community.  All member schools must commit to 
protect the religious character of its schools as well as the individual ethos and diversity of each school 
community. 

 

       

 

Integral to the development of the Trust is the importance of building capacity, sharing best practice and 
promoting excellence in teaching and learning from the very start of the academic journey through to the age 
of 18.  We are passionate about developing the whole-child, through a high quality curriculum and programme 
of character education that will enable each child to develop into a well-rounded and good citizen with a 
lifelong passion for learning and ambition to succeed.  

Our Vision is:        

To deliver an exceptional education with the aim of increasing the life opportunities for all learners in our Trust 
community.  

Our Mission is:    

To improve outcomes for all pupils across the Trust. 

The overall aim of our Vision and Mission is to provide clarity of purpose in driving our strategy for a culture of 
continual improvement.  

We believe that at the heart of school improvement there is a need for a strong culture in which relationships 
are key to effective and productive collaboration. We are hugely ambitious for all learners across our Trust, 



 

 

regardless of background or ability. We are also keen to support the sustainability of our small local schools, 
ensuring equity of access to opportunities, curricular and non-curricular, particularly for those children and 
families who live in remote areas.  

As a multi-academy trust, we are committed to the development of talent and personal growth through an 
engaging and innovative approach to career planning through leadership pathways and an enriching offer of 
opportunities for Continuous Professional Development, including working in other Trust schools.   

These are very exciting times for our Trust and we are keen to recruit ambitious, enthusiastic and highly 
committed professionals who are keen to develop their career with us.   

 

Link to the ‘Day of Kindness’ video - https://youtu.be/6dqxySPANrA  
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JOB DESCRIPTION 

 

Job Title:  General Assistant 

Reports to:  Office Manager 

Responsible for:  Supporting the Effective Operations of the Main Administration Office 

Salary range: Grade 15 

 

 

Main purpose: 

To support the Office Manager with the effective operation of the main administration office; 

reception, resources, wraparound care and holiday club bookings, tutoring and to carry out the 

administration for the Lead Practitioner Network for Trauma-Informed Schools across West Somerset.  

This will involve booking venues, making travel arrangements for colleagues and communicating with 

other schools.  There will also be some light supervision of children at lunchtimes/clearing of the dining 

hall furniture after lunch service. 

 

Main Responsibilities 

 

• To support, during staff absence or times or times of workload, the Office Manager across the 

functions and resources as directed and will include: 

o Resources – To assist with photocopying, laminating and other general duties in order to 

support the production of teaching and learning resources.  This will include organising the 

main central store of teaching resources and stationery; 

o Typing – Undertake word processing duties in various formats, producing letters, reports, 

emails, etc;  

o Running the office as needed – answering the telephone, receiving visitors, taking messages 

and dealing with queries. 

 

• To carry out administrative support for our growing wraparound care, which will include: 

o Liaison with Wraparound Care Co-ordinator, support staff and teaching staff; 

o Liaising with the Tutoring Co-ordinator, supporting with this as required; 

o Booking children into wraparound care, liaising with parents/carers; 

o Working with external colleagues to arrange booking systems for Holiday provision; 

o Carrying out orders for wraparound care including online food shopping. 

 

• To carry out administrative support for the West Somerset Lead Practitioner Network for Trauma-

Informed Schools, which include: 



 

 

o Booking venues for regular meetings and training; 

o Communicating with colleagues, mainly through email; 

o Making travel arrangements for colleagues to visit other schools further afield from West 

Somerset. 

 

• To lead the lunchtime clear away of the hall, which involves: 

o Directing and supervising children who assist with this; 

o Ensuring the tables are cleaned after service and stored away safely. 

Support for the School 

• Comply with and assist with the development of policies and procedures relating to safeguarding, 
reporting concerns to an appropriate person. 

• Contribute to the overall ethos/work/aims of the school. 
• Comply with the school’s Health and Safety Policy. 
• Uphold the principles of safeguarding and promoting the welfare of children and be aware that 

safeguarding is everyone’s responsibility. 
 
PROBLEM SOLVING AND CREATIVITY 
Frequent interruptions are an integral feature of the work within the administrative office and which is 
subject to a variety of strict and often conflicting deadlines, due to the numbers of staff supported and 
the variety and scope of work.  Deadlines can be daily, weekly, monthly and termly. 
 
Assist the Office Manager in identifying new systems and procedures to support the administrative 
function within school. 
 
DECISION MAKING 
Take decisions on a day-to-day basis to ensure deadlines and requirements are met.  Prioritise own 
workload within the overall workload for the team, but the post holder is required to liaise with colleagues 
to ensure that work is carried out within deadlines. 
 
CONTACTS & RELATIONSHIPS 
Daily contact with own team, teaching and support staff, students, dealing with a variety of telephone 
calls to receive, request or pass on information. There is an expectation that general queries will be 
resolved and, where this is not possible, solutions will need to be sought from other members of staff. 
 
OTHER 
To comply in all respects with the requirements of the General Data Protection Act and maintain strict 
confidentiality.   
 
Employees will be expected to comply with any reasonable requests from a manager to undertake work 
of a similar level that is not specified in this job description. 
 
The school will endeavour to make any necessary reasonable adjustments to the job and the working 
environment to enable access to employment opportunities for disabled job applicant or continued 
employment for any employee who develops a disabling condition. 
 
REVIEW 
This job description is current at the date shown, but, in consultation with you, may be changed to reflect 
or anticipate changes in the job commensurate with the grade and job title.  It is not a comprehensive 
statement of procedures and tasks but sets out the main expectations of the school in relation to your 
responsibilities and duties.  
 



 

 

This job description will be reviewed regularly and may be subject to amendment or modification at any 
time after consultation with the post-holder. 
 
All employees have a responsibility to undertake training and development as required. 
 

  



 

 

Person Specification 

General Assistant 

 Essential Desirable 

Qualifications and  

Professional  

Development  

GCSE English, Maths and Science A – C (or equivalent) 

Requirement to participate in training/development 
as required/identified 

Demonstrable experience of working in a busy and 
varied administrative role, delivering a responsive and 
customer focused service 

Paediatric First Aid or First Aid at 
Work qualification 
 

COMPETENCE 
SUMMARY. 

(Knowledge, Abilities, 
Skills and Experience) 

Excellent organisational and time management skills  

Ability to work with a minimum of supervision and 
within a team 

Ability to identify own training and development 
needs and participate in on-going training 

Ability to identify and progress work priorities 

Ability to effectively maintain accurate records and 
systems, respecting principles of confidentiality 

Experience of making contact 
and dealing with external 
agencies 

Personal Qualities 
and Attributes 

Excellent interpersonal skills 

Good planning and organisational skills and a flexible 
approach to work 

Ability to remain calm and professional at all times 

Ability to work constructively as part of a team and 
on own initiative  

Excellent communications skills, both written and oral  

A positive ‘can do’ attitude  

Honest, trustworthy, reliable and punctual 

Ability to form and maintain appropriate 
relationships and personal boundaries with students 
and other staff  

A commitment to the safeguarding of children and 
young people 

To engage actively in the Performance Management 
Review process 

Ability to demonstrate absolute discretion and an 
understanding of confidentiality at all times. 

Flexibility in order to adapt to the changing needs of 
the school 

 

 



 

 

Professional 
Experience 

Competent use of IT packages including word and 
excel 
 
High level of written and oral communication skills. 
Flexible approach and willingness to review and 
improve processes. 

 

Experience of using School 
Management Information 
Systems (Arbor or similar) 
 
Experience of communicating 
through websites and Social 
Media. 
 
Experience of working within an 
educational environment which 
demonstrates the post holder’s 
ability to work with teaching 
staff and interact with pupils, 
parents and carers. 

Special Factors Must be eligible to work in the UK 

Enhanced DBS Check 

Health clearance 

 

Other Suitability to work with children and young people 

Two supportive work related references. (References 
from friends will not be accepted) 

 

 

  



 

 

WORKING WTHIN THE QUANTOCK EDUCATION TRUST 
 

Conditions of Service 

Full details of conditions of employment will be set out in a Statement of Main Terms and Conditions of 

Employment, which will be issued to the successful candidate on appointment. 

 

Fitness for Employment 

The successful candidate will be required to complete a medical questionnaire which may result in a 

check by the Occupational Health Physician.  Satisfactory clearance with police records will also be 

necessary (please see Disclosure procedure). 

 

Remuneration 

Salary is paid on the 31st of each month comprising salary for the whole month.   

 

Flexibility 

As a condition of employment, the post holder may be required to undertake such other duties as may 

reasonably be required, in addition to the major tasks outlined in the job description. 

 

Interview Expenses 

The QET will pay second class rail travel, or mileage allowance and reasonable out-of-pocket expenses 

incurred by candidates attending interview.  

 

Smoking Policy 

All sites within the QET are non-smoking and all prospective employees are expected to accept this as a 

condition of working at the school. 

 

Equal Opportunities 

The QET is committed to the promotion of equal opportunities and is dedicated to pursuing non-

discriminatory policies and practices and to eliminate unfair discrimination on any basis.  This means 

that we are striving to ensure that no job applicant will receive less favourable treatment than another 

on grounds of gender, marital status, age, racial origin, disability, sexual orientation or political or 

religious beliefs. 

 

Safe Recruitment 

The QET is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment.  In order to meet this responsibility, we 

follow a rigorous selection process to discourage and screen out unsuitable applicants.   

 

Disclosure 

This post is classified as having substantial access to children, and appointment is subject to an 

enhanced police check of previous criminal convictions (DBS).  Applicants are required, before 

appointment, to disclose any conviction, caution or binding over including ‘spent convictions’ under the 

Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Non-disclosure may lead to termination 

of employment.  However, disclosure of a criminal background will not necessary debar individuals from 

employment - this will depend upon the nature of the offence(s) and when they occurred. 

Further information about Disclosure can be found at www.disclosure.gov.uk 

 

http://www.disclosure.gov.uk/


 

 

Shortlisting 

Only those candidates meeting the right criteria will be taken forward from application. 

 

Interview 

1. Those shortlisted will take part in an in-depth interview process. 
2. Candidates will be asked to address any discrepancies, anomalies or gaps in their application 

form. 
 

Reference Checking 

References from the previous and current employer will be taken up for shortlisted candidates and 

where necessary, employers may be contacted to gather further information. 

 

Probation 

All new staff will be subject to a probation period of six months (which may, in certain circumstances, be 

extended by up to 10 weeks).  The probation period is a trial period, to enable the assessment of an 

employee’s suitability for the job for which they have been employed.  It provides the school with the 

opportunity to monitor and review the performance of new staff in relation to various areas, but also in 

terms of their commitment to safe guarding and relationships with students. 

 

Working across the Quantock Education Trust 

This job needs to be considered in the context of a changing and evolving Multi Academy Trust and 

therefore the duties detailed here will need to be adjusted to meet the needs of the Trust.  This is a 

Trust wide post and you could be required to work across the Trust Schools. 

 

    

 
  



 

 

APPLICATION  
 
 
 
To apply, please download an application from our website www.quantockedtrust.co.uk/vacancies 
 
Completed application forms should be sent, together with a supporting letter, by email or post to: 
 
 recruitment506@educ.somerset.gov.uk 
 
 
 Miss M Collins 
 HR Administrator 
 The Quantock Education Trust 

c/o Haygrove School 
 Durleigh Road 
 Bridgwater 
 Somerset 
 TA6 7HW 
 
 
Please ensure your application form has your email address and also the e-mail addresses of your 
referees.  
 
 
 
 
 

Closing date: noon on 1 December 2021 
Interview Date:  w/c 6 December 2021 

 
 

 
 

Early applications are encouraged.   
We reserve the right to close the advert should we feel able to appoint  

an appropriate candidate. 
 
 
 
 
       

 

http://www.quantockedtrust.co.uk/vacancies

