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Stobhillgate First School
School Business Support Officer

Recruitment Pack



The Cheviot Learning Trust

Cheviot Learning Trust was created in 2023 from providing an excellent education service to their
a merger of Tyne Community Learning Trust and local populations. We are seen locally as a centre
Three Rivers Learning Trust. The new Trust will of educational excellence and were selected
enable our high quality staff from across all of our  to be the Teaching School Hub for Newcastle,
schools to cooperate through professional and Northumberland & North Tyneside. We recognise
innovative networks that develop the educational the mutual benefits to our Learning Trust through

excellence all of our students deserve. We educate  reciprocal staff development opportunities,
over 5500 students across 18 schools between the  training events, and the generation of new ways

ages of 2 and 19 and employ over 750 staff. We of working through system leadership. Through
are a charity supported by over 150 governance our teaching, we aim to equip children with the
volunteers who hold us to account in their role skills, knowledge and understanding necessary
as critical friends. We are proud Northumbrians; to be able to make informed choices about the
more than happy to welcome schools to join important things in their lives. We believe that

us from inside or outside Northumberland. Al appropriate teaching and learning experiences
of the schools have a long and proud history of help children to lead happy and rewarding lives.

The Cheviot Learning Trust mission

Our core purpose is to advance education for the public benefit. We
believe that each school in the Trust family has unique qualities to share
and unigque challenges to be resolved. Deep collaboration is a key Trust
expectation that helps us to deliver significant benefits for the students,
the staff and the schools that form the Trust. Each school is stronger in
the Trust family; delivering a better education for the public good than if
they were outside the Trust.

Our vision
Our purpose is to deliver excellent education for the benefit of all and

our mission is to develop all our young people to have the opportunity
to succeed.

Our values
Everything we do is based around the values that we hold dear:

« Innovation We're here to shape the future, which is why we all have a responsibility to be thinking about
the big issues of tomorrow.

« Cooperation We nurture the relationships that we've built over many years and we know by working
together we can achieve more than we can alone.

* Respect We take the time to understand and make decisions and have due regard for the feelings,
wishes and rights of others.

+ Excellence We will always strive for continuous improvement and will produce the best solutions and
deliver the best services possible.
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About Stobhillgate First School

Stobhillgate First School is situated in the
beautiful, historic market town of Morpeth.

We are a small school with a big heart and

are passionate about creating innovative
learning experiences for all. The schools
defining principles of Excellence, Inspiration,
Collaboration and Empathy are at the heart of
everything we do. At Stobhillgate First School,
we are passionate about developing the whole
child and nurturing a love for learning.

A parent recently explained that: ‘As a parent at
Stobhillgate, | love how much my child enjoys
coming to school every single day. She skips to
school and can't wait to be here. It's a Supportive
nurturing environment, where children are
happy to learn’.

The children that attend Stobhillgate come
from a wide range of economically diverse
backgrounds. Our challenge is to ensure we
provide equality of opportunity for all children
by ensuring children from low starting points
are provided with the best possible support
and interventions to enable them to succeed
whilst also providing aspirational challenge for
pupils who come to school more socially and
academically ready.

Since our Ofsted inspection, in 2019, the school

has been on a rapid journey of improvement,

this has included:

« The introduction of the Maths Mastery
approach

« Embracing the Talk 4 Writing structure
across the school

« The implementation of the Read Write
Inc programme

« Developing the reciprocal reading approach
throughout the school

« The introduction of a new exciting, well
structured broader curriculum.

Early Years has also undergone significant

changes over the last few years, including:

« The redevelopment of our learning
environment, both inside and outside

« The creation of an EYFS Unit

+ The development of our EYFS Curriculum,
including the use of core books to inspire our
wider curriculum, the introduction of helicopter
stories and the launch of ‘Forest School
Fridays'.

The school joined the Cheviot Learning Trust

in April 2020 enabling us to work in
collaboration with Trust partners to further
improve teaching and learning, school systems
and governance. This provides an exciting
opportunity for the successful candidate to
work in collaboration and partnership with a
broader range of practitioners.



Job Advert

Stobhillgate First School

01670 513382

3-9 years First School

Part of the Cheviot Learning Trust
Headteacher: Mr Ben Henderson

Job title: School Business Support Officer
Responsible to: School Business Manager
Pay scale: Band 4, £22,369 - £24,043
Start date: Ist September 2024

37 hours per week, term time + 5 days

We are seeking to appoint a School Business
Support Officer. The key business service and
operational post is vital to the smooth running
of our school. The role is varied and fast paced
with multiple tasks and responsibilities; the
postholder will be at the heart of the school
supporting staff, students, parents and school
leaders to ensure the school focus on delivering
an excellent education is not distracted by
operational processes. A commitment to the
education of the next generation is essential.

The role is well suited to people that are
committed to achieving high standards through
continuous improvement and learning. We are
happy to consider:

« Experienced school administrators that
already have a good understanding of how
schools operate as well as

« Career focused individuals who want to
learn how the business of school works and
would be encouraged to complete a school
business management qualification, funded
by the Trust, alongside their work

«  Or amix of the 2!

The Trust can offer term time only employment,
flexible working patterns, part time and job
share options.

In addition to a competitive salary the Trust
contributes to a local government pension
scheme for staff and provides staff with access
to a range of salary sacrifice purchasing
schemes and various health benefits including
a generous sick pay scheme.

The postholder will be a skilled manager of

their time and the time of others, an excellent
communicator, an empathetic service provider
and an efficient administrator with strong IT
skills. An induction and training programme will
ensure new staff are provided with all they need
to succeed in their role.

The Cheviot Learning Trust is committed to
safeguarding and promoting the welfare of
children and young people and expects all staff
to share this commitment. This post is exempt
from the Rehabilitation of Offenders Act 1974
and a satisfactory enhanced DBS check is
required for the successful candidate. An online
search will be undertaken on all shortlisted
candidates. Further details and an application
form are available by accessing the job
vacancies section of our website
www.cheviotlearningtrust.co.uk or by emailing
Sharon Mungall: s mungall@sfs.cheviotlt.co.uk

Closing date: Thursday 20th June 2024

Completing an
Application Form

If you have a Gmail account:

Open the Application document

Click 'Sign in” at the top right of the page
Go to File > Make a copy

Complete the application form in the
Google Doc

Without a Gmail account:

» Open the Application document

+ Go to File > Download as > Microsoft Word

« Complete the application form in
Microsoft Word


http://www.cheviotlearningtrust.co.uk
mailto:s.mungall%40sfs.cheviotlt.co.uk%20?subject=
mailto:s.mungall%40sfs.cheviotlt.co.uk%20?subject=
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Job Description

Job title: School Business Support Officer
Responsible to: Senior Administrator

Job Purpose:

« Under the guidance of senior staff: be
responsible for undertaking administrative,
financial, organisational processes within
the school. Assist with the planning and
development of support services.

Duties and key result areas:

Organisation

1. Deal with complex reception/visitor etc.
matters

2. Contribute to the planning, development
and organisation of support service systems
procedures/policies

3. Organise school trips/events etc

4. Supervise, train and develop staff as
appropriate

Administration

1. Manage manual and computerised record
and information systems

2. Analyse and evaluate information and
produce reports and information as required

3. Undertake typing and word processing
and complex IT tasks e.g. handling
specific school based record systems and
databases

4. Provide personal, administrative and
organisational support to other staff

5. Provide organisational support to the

Governing Body

Undertake the administration of

complex procedures

Complete and submit complex forms and

returns such as school census, including

those to outside agencies e.g. DfE

9. Undertake the administration of payroll
systems and documents as appropriate

o N

Resources

1. Operate relevant equipment and complex
ICT packages

2. Monitor and manage stock within an
agreed budget, cataloguing resources and
undertaking audits as required

3. Manage any retailing activity that takes
place within the school e.g. uniform sales/
tuck shop etc.

4. Provide advice and guidance to staff, pupils
and others

5. Undertake research and provide information
to inform decisions

6. Assist with procurement and sponsorship

7. Assist with the marketing and promotion of
the school

8. Manage the administration of facilities
including the use of school premises

9. Undertake complex financial administrative
procedures

10. Assist with the planning, monitoring and
evaluation of the school’s budget

1. Manage expenditure within an agreed
budget

Responsibilities
1.  Comply with and assist with the
development of policies and procedures
relating to:
a. Child protection
b. Health and safety
c. Data protection
d. Confidentiality
2. Reporting all concerns to an appropriate
person.
3. Support the school’s policies that ensure
equality of opportunity
Contribute to the overall ethos of the school
Establish constructive relationships and
communicate effectively with external
agencies
Attend and participate in regular meetings
Participate in training and development
as required.
To undertake other duties and
responsibilities as required commensurate
with the grade of the post

ok
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The duties and responsibilities highlighted in
this Job Description are indicative and may
vary over time. Post holders are expected to
undertake other duties and responsibilities
relevant to the nature, level and extent of the
post and the grade has been established on
this basis.
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Person Specification

Essential Desirable Assess by

Knowledge and qualifications

«  NVQ 3 Qualification or experienceina |+ NVQ 2 quadlification in literacy or numer- | (a) (t)
relevant discipline e.g. RSA Level 3 Word acy
Processing
« Very good numeracy and literacy skills

Experience

. Experience of developing and managing |+  Clerical/Financial /Administrative expe- | (a) (i)
administrative systems rience gained within a school or educa-
tional setting

+ Experience of managing staff

+ Experience of managing budgets

Skills and Competencies

- Effective use of ICT and other specialist |+ Experience of educational ICT systems (a) (i)
equipment [resources and or other management information
Good ICT and keyboard skills systems

Ability to work with children and adults
Ability to work as member of a team
Ability to self evaluate learning needs
and actively seek learning opportunities

+  Willingness to participate in training and |« Evidence of having undertaken learning | (i)
personal development outside of the work place

Key to assessment methods (a) application, (i) interview, (r) references, (t) ability tests, (q) personality
questionnaire, (g) assessed group work, (p) presentation (o) other case studies/visits
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Person Specification

Safe Recruitment Procedure

Stobhillgate is committed to safeguarding and promoting the welfare of children and young people.
In order to meet this responsibility, we follow a rigorous selection process. This process is outlined
below.

Disclosure
This post is classified as having substantial access to children, and appointment is subject to an
enhanced DBS check.

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

Interview

1. Candidates will be expected to bring identification to the interview

2. Candidates will be subject to an in-depth interview (this will comprise of a face to face
interview and a lesson observation)

3. 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
before the interview, and where necessary employers may be contacted to gather further
information.
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Contact us
Stobhillgate First School
Morpeth

NEG1 2HA

01670 513382
info@sfs.cheviotlt.co.uk
sfs.cheviotlt.co.uk



