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	Advance Learning Partnership
Whitworth Lane, Spennymoor

Co Durham, DL16 7LN
Tel: 01388 825285

	To be completed by the Applicant

	Post Title:  Administration Assistant
	

	Surname:
     McGurk

	Title:

 FORMDROPDOWN 
Mrs

	Forename(s):

     Lucinda

	Address:


Esh Winning

Durham
	Telephone No: Home

     0191 3731243

	
	Mobile:

     07766 887600

	Postcode:       DH7 9JA
	Work (if convenient):

     

	E-mail address:      lucinda.mcgurk@yahoo.com

	IMPORTANT INFORMATION

	FOR POSTS WHICH REQUIRE A DBS CHECK ONLY – AS STATED ON THE JOB ADVERT/JOB DESCRIPTION
The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers and therefore cannot be taken into account.  Further guidance and details on the criteria on the ‘filtering’ of these cautions and convictions can be found on the Disclosure and Barring Service website (www.gov.uk/dbs)
Do you have any convictions, cautions, reprimands or final warnings that are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (amended in 2013)?        NO
If YES, please provide relevant details of the offence, date of offence and sentence below.  If you would prefer not to include this information on the application form, please provide the details in a sealed envelope addressed to: The Chair of Governors.

	

	

	I have read the guidance notes including the information regarding Criminal Convictions and I declare that the information I have given is true in all respects.  I understand that false information may render me liable for dismissal if I am appointed.

I agree to the above statement and will sign and date a copy of this application as a true record if I am invited for an interview:  FORMDROPDOWN 



	Signature:

L McGurk



                 Date:29/09/2023


	A
	Education


	Secondary Education 

	N.B. appointment will only be confirmed subject to receipt of official certificates in support of below. (Please use continuation sheets if required)

	School attended
	Qualifications
	Subject
	Date 
	Grade

	      Queen Elizabeth School

Kirkby Lonsdale
	     GCSE
	      Maths

English Lit

English Lang

Art 

Design

Modular Science

French
	     July 1995
	      D

D

D

C

C

D & D

C


	Further and Higher Education: Please include YT, apprenticeships etc.

	School, College or University
	Qualifications
	Subject
	Date 
	Grade

	     
West Academy Newcastle

New College Durham
Gloucestershire College
Bishop Auckland College

Lancaster & Morecambe College


	     
Level 3 Award 

Level 2 

Level 2

Level 1 

BTEC National Diploma
	     
Education & Training

   

Functional Skills Maths & English
Business Administration

Functional Skills Maths & English
Graphic Design


	
2018   

2018

2018

2016

1998  
	     
Pass

Pass

Pass

Pass   

Pass


	B
	Employment Details

	

	Including Work Experience, Training Schemes e.g. YT, ET, New Deal

	Present/most recent post*: 
	     

	(*If currently unemployed please give your most recent post with date of finish and reasons for this.)

	Name and address of Employer
	Employer’s Business
	Date
	Grade and present salary

	
	
	From 
	To 
	

	
Durham University

Stockton Road

Durham

DH1 3UP
	     
Education
	
Oct 2022
	     
June 2023
	     
Grade 3 £22000

	Do you have any additional employment which you intend to continue if appointed to this post?  Yes/No
If yes, please detail the nature of the work and the hours

     

	Period of notice required or termination date

     N/A

	Reason for seeking new employment?

     Permanent Position


	Person Specification:

Please use this section to demonstrate that you have the essential and where possible desirable experience, skills and knowledge as stated on the person specification of the post for which you are applying.  Candidates who do not evidence that they meet the essential qualifications and experience listed on the person specification will not be shortlisted. (Please use continuation sheets if required).

	
In my previous job role as a Credit Control Senior Assistant, it gave me an excellent understanding of the university’s policies and procedures.  It also gave me experience on different IT programmes, such as Oracle, Banner, Converge, Elavon, Microsoft Office 365 and Flywire.  I also attended training events, and other important updates.  

I do have many years of experience in my previous employed positions, which I have held, where I have been tasked with setting up administrative systems on various computer programs, such as Excel, Word, PowerPoint, Publisher, and Teams.  I am also competent at using email systems and social media platforms of which are becoming the most recognised forms of communication.

In all my previous job roles at the college, this has given me the knowledge and understanding of attending meetings, writing students caseloads, tracking progress and how courses run within the college. It has also given me an understanding, including recent updates due to lockdown, of the Education Inspection Framework which includes personal development, attitudes, and behaviour. The importance of resolving student issues which may have become apparent in the last couple of years such as lost learning, mental health and student’s inability or lack of confidence in working in groups. 
I have always taken pride in making positive contributions and sharing my skills, knowledge, and life experience with others in team meetings and departmental reviews. 
As part of my work history, I have had to work to strict deadlines and prioritise conflicting demands which I feel is highly important in any career. Whilst doing this I adhere to company quality policies and procedures; maintain confidentiality and I am regarded as a competent team member who is always prepared to go the extra mile. Part of this also includes supporting and mentoring new and less inexperience staff.
I consider myself to have excellent, effective interpersonal communication skills and have demonstrated this through various methods, such as verbal, written, and digital formats, when dealing with internal and external enquires.
I thoroughly enjoy supporting others and contributing to a positive working environment. Working as part of a team has been a major part of my current and previous jobs.  Sharing information with senior leaders, line managers and work colleagues at regular meetings, helped myself and other staff to focus on key concerns, solve problems, make decisions, and come to a solution whilst promoting the mission, vision, and values of the businesses.  I have also taken the lead when required whilst also showing a professional approach showing enthusiasm to all situations and show empathy when required. Having the ability to listen, support and maintain relationships has been an essential part of all the businesses success which I have contributed too and feel that these qualities will also be useful when working in an education environment.
Whilst employed as an Operations Manager for a Transport Company, employer liaison and communication was in high demand daily. This was not only to confirm working arrangements, interviewing candidates, or assigning people to companies, but also to maintain relationships and support for their business needs. I have enhanced and have used all these skills whilst working in the FE sector by contacting parents, carers, local authority and other agencies, face to face, phone or via Microsoft Teams.
As part of my past employment I continually updated and partake in professional development courses. This allows me to apply knowledge and skills to areas of high importance such as, Safeguarding, Child Protection, Equality and Diversity, British Values, Prevent and Health & Safety.
 On a personal level I am considered by my friends and work colleagues as someone who is friendly, outgoing, good listener, smartly dressed, energetic and who likes a challenge. When I am working, I really like to be a contributor and a very loyal member of staff, offering high levels of work and a willingness to develop myself.  I also have a current online DBS.



	C
	Full Employment History

	

	Please provide full details of all previous posts you have held, with the most recent first.  You will also need to include any dates (if applicable) when you have not been in employment.  (Please use continuation sheets if required).



	Name and Address of Employer
	Appointment held/Grade and/or salary (if any)
	Dates (dd/mm/yy)
	Reason for leaving

	
	
	From
	To
	

	New College Durham

Framwellgate Moor
	Work Placement Coordinator
	February 2022
	October 2022
	No progression

	New College Durham

Framwellgate Moor
	Access Adviser
	November 2020
	February 2022
	Different position within the college

	New College Durham

Framwellgate Moor
	Personal Learning Coach
	September 2018
	November 2020
	Different position within the college

	New College Durham

Framwellgate Moor
	Learning Support Assistant
	March 2018
	September 2018
	Permanent Contract

	Career Break to Study
	
	November 2017
	March 2018
	

	She’s Gott It

Chester Le Street
	Event Administrator
	October 2017
	November 2017
	Temporary Contract

	Career Break to start a Family
	
	May 2010
	October 2016
	

	Bannatyne Fitness Ltd

Darlington
	Payroll Administrator
	August 2008
	May 2010
	To have a family

	Driver Hire Lancaster

Carnforth
	Operations Manager
	September 2004
	August 2008
	Moved from the area

	Red Dragon Inn

Kirkby Lonsdale
	Assistant Manager
	July 1998
	September 2004
	Moved from the area


	D
	Referees

	

	Give name, job title, relationship to referee and address of TWO people, who must know you well to whom a reference may be made.  Referee 1 should be your present (or most recent) employer, or if you are a recent school leaver, should be the Head Teacher of your last school.  Next of kin or immediate relatives should not be named as referees.

Please note that for positions in contact with children and vulnerable adults the School has the right to seek references from any or all previous employers and line managers prior to interview. 

	Referee 1 Name:      HR Department
	Referee 2 Name:      Abbie Clasper

	Job Title:      HR
	Job Title:      HR Administrator

	Relationship to Referee:       HR Department
	Relationship to Referee:       HR

	Address:

     Durham University
Stockton Road

Durham
	Address:

     New College Durham
Framwellgate Moor

Durham

	Post Code:      DH1 3UP
	Post Code      DH1 5ES

	Telephone No:      
	Telephone No:      0191 3754000

	E-mail: hr.employmentconfirmation@durham.ac.uk
	E-mail:      abbie.glasper@newdur.ac.uk

	N.B. Appointment will only be confirmed subject to satisfactory references. 


	E
	Additional Information

	

	In this space provided can you detail any other additional skills information (not already detailed in section B) which is considered relevant to this post.  This may include any particular skill and qualities, which will help us assess your suitability for this post. Please use continuation sheet if necessary.

	     
I have completed a course on SIMS – Primary User in 2017 but have not used this since.
I also have a current DBS which is also on the online service.



	F
	Continuation Sheet

	Please use this space for any other details you could not complete in the rest of the application form


	     



Any misrepresentation of information provided by you shall, if the appointment committee so declare, disqualify you from the appointment and if appointed, shall render you liable to dismissal without notice.  This form should be sent to the Headteacher at the address shown in the candidate information pack and by the date stated in the advertisement.  Applicants short-listed for interview will be informed as soon as possible.

Declaration

I declare that the information set out in this application form is, to the best of my knowledge and belief, true and complete in all respects. I understand that if it is subsequently discovered any statement is false or misleading, or that I have withheld relevant information, my application may be disqualified or, if I have already been appointed, may render me liable for dismissal.

I hereby consent to the organisation processing the information supplied on this application form for the purposes of recruitment and selection.

I hereby consent to Advance Learning Partnership (ALP) retaining my application form for a period of 6 months.

Signature:……………L McGurk……………………………………..  Date:…29/09/2023……….
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