Information for Applicants - School Administrator
Welcome
Thank you for your interest in the advertised post of School Administrator at St Cuthbert Mayne
School. This is a full time (term time) permanent post starting as soon as possible. We are seeking
to appoint a well-qualified, highly organised, self-motivated and committed individual. You will be
confident, have well developed interpersonal skills and be able to work as part of a team. We would
consider a job share for the right candidate.

The School
St Cuthbert Mayne School is a Joint Roman Catholic & Church of England School that welcomes all
students from across Torbay and South Devon regardless of their faith background. Our school
community is made up of students and staff from Christian and non-Christian backgrounds who
are respectful of our Christian ethos.
There are currently over 950 students on roll, including 125 students in the Sixth Form. The
teaching accommodation is of mixed age but well-resourced and maintained. In April 2021, an
exciting £3.7 million building project started, which will significantly improve the facilities for
students and staff in our school.
It is an exciting time to join the school as we emerge from Covid restrictions and start the next
phase of our journey to provide an outstanding, inspirational and challenging Christian education
for all students. We have a relentless focus to ensure that our children get access to the best
possible teaching through a vibrant and engaging curriculum, so that they live life to the full both
now and in the future. This will be a challenging but very rewarding post. The school is committed
to developing all its staff through regular coaching and a wide range of professional development
opportunities through our partnership with Education South West and the South West Institute
for Teaching. If you are passionate about making a difference to the life chances of our children
then we would love to hear from you.
The school was last inspected by Ofsted in November 2016 graded the school to be Good, in all
areas. The statutory inspection of Anglican/Catholic Schools also conducted in November, graded
the school to be Good in all areas. Both reports can be found on the website:
www.st-cuthbertmayne.co.uk.

Key purpose of role
To provide reprographic and administrative support to ensure high quality materials are
produced to support teaching and learning and to support the school in achieving its
marketing and communications aims and objectives.
Application Process
You are asked to complete and include the following:
1.

Application Form - This can be found on our website at:
https://www.st-cuthbertmayne.co.uk/support-staff-vacancies/

2.

Letter of Application (No more than two sides of A4)

Please do not send your CV.
Completed applications should be emailed to Mrs Webb, HR and Personnel Officer via email to
julie.webb@stcm.torbay.sch.uk

Closing date for application: Monday 18th October 2021 at 10 am.
Interview Date: Thursday 21st October 2021.
We look forward to receiving your application.
We are committed to safeguarding and promoting the welfare of children and young people, and
expect all staff and volunteers to share this commitment. An enhanced DBS disclosure is required
for this post.

St Cuthbert Mayne School
Job Description
School Administrator
Post Title:

School Administrator

Accountable to (Line Manager):
Responsible to (day to day):

Business Manager, the Headteacher and Governors’ of St
Cuthbert Mayne School
Mr Dane Rees, Business Manager

Salary Grade:

Grade D (pt5-6). Actual Salary £17,004.49

School Area:

Administration

Hours of Work:

Working hours 8.00am – 4.00pm (to include 0.5 hour unpaid
lunch). 37.5 hours per week, 38 weeks per year plus 10
additional admin days per year

SECTION 1 - Key purpose of role
To provide reprographic and administrative support to ensure high quality materials are produced
to support teaching and learning and to support the school in achieving its marketing and
communications aims and objectives.

SECTION 2 - Key Duties
●
●
●
●
●
●
●
●
●
●
●
●
●
●

To establish strong working relationships with all school staff
To produce high quality resources to support teaching and learning
To provide a range of reprographic and administrative services
Design and implement a range of operating systems to ensure the smooth running of the
reprographics department ensuring deadlines are met
To use a range of software packages to support the design and production of publicity
marketing materials
Provide departmental administration support to leaders
To ensure the school website and social media platforms are updated regularly
To ensure that reprographics equipment is maintained to a high standard and inline with
maintenance schedules
To contact engineers where necessary to arrange for repairs to reprographics equipment to
be completed
To manage the reprographics budget and monitor/audit stock and consumable levels to
deliver a high quality reprographics service
To provide some admin support to the Head of Careers
To be a first aider and active on the first aid rota when required/first aid monitoring
To ensure the school is fully compliant with copyright rules and regulations
To undertake any duties or tasks that are commensurate with the role

SECTION 3 - Continuing Professional Development
●
●

To fully engage with the appraisal process
Undertake any necessary professional development and training

SECTION 4 - Health and Safety
●
●
●
●

To ensure that the school Health & Safety policy is implemented in the Reprographics
department
Be aware of the responsibility for personal health, safety and welfare and that of others who
may be affected by your actions or inactions.
Cooperate with the employer on all issues to do with health, safety & welfare including this
as a standing item on departmental agendas.
Ensure regular risk assessments are carried out as per school policy and refer to relevant
parties.

SECTION 5 - School Ethos and Values
All staff are required to uphold and maintain the Christian ethos of St Cuthbert Mayne School and
support the Joint Church nature of the school.
●
●
●

To conduct oneself in a manner befitting a teacher at all times, ensuring behaviours that
display positivity to others
Promote the health, welfare and emotional well-being of all students.
Promote equality of opportunity for all students and staff

SECTION 6 - Other Duties
●
●
●

To safeguard students at all times reporting any concerns to the Designated Safeguarding
Lead or Child Protection and Safeguarding Officer
To contribute to the development of school policies relating to the role
To undertake additional duties as required, commensurate with the level of the job.

Other
●
●

All staff must commit to Equal Opportunities and Anti-Discriminatory Practice
The post-holder is expected to familiarise themselves with and adhere to all relevant
policies and procedures.

Safeguarding
St Cuthbert Mayne School is committed to safeguarding and promoting the welfare of children and
young people and expects all staff to share this commitment.

Review
This job description will be reviewed annually. It is not a comprehensive statement of procedures
and tasks, but sets out the main expectations of the School in relation to the post holder’s
professional responsibilities and duties. Elements of this job description and changes to it may be
negotiated at the request of the Headteacher.

