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INFORMATION PACK FOR APPLICANTS  

 
Job Role:   Sixth Form Administrator (Enrichment)   
Location:     Watford 
Hours    30 hours per week (Monday-Friday 10am-4.30pm) 

44.4 Paid Weeks/Term Time only plus five additional days to be 
worked in the school summer holidays 

Closing Date:   Noon 27th June 2022   

Interview Date :       4th July 2022 (TBC) 

  
 
Thank you for requesting details of the above post.  Please click on the links below to download the application 
form and open the other documents. 
 
Support Staff Application form 
Child Protection Policy 
Safer Recruitment Policy 
Equalities Monitoring form  
 
You are welcome to send a copy of your cv however it must be accompanied by a fully completed and signed 
application form.  A cv alone will not be considered.   The form can be completed and returned electronically 
however if this is the case it will need to be signed in person if you are called for interview.  Please do complete 
the Equalities Monitoring Form as it enables us to gather important data about our recruitment process. 
 
Completed application forms will not be acknowledged. 
 
Applicants who are not called for interview will not be informed that they have been unsuccessful.  If you have 
not heard within 2 working days of the closing date you may presume that you have not been shortlisted.  
 
Applicants invited for interview will be required to bring with them original copies of relevant qualifications for 
verification, as well as documentation to comply with the provisions/regulations of the legislation set out in the 
Immigration, Asylum and Nationality Acts of 2006 and 2016.  Details of documents required will be specified in 
letters to those called for interview. 
 
If you are selected for interview, you will also be invited to make a visit to the school to view the facilities and 
ask general questions.  This will normally take place on the same day as the interview, however if you have 
queries regarding details of the role prior to your application you may contact me on the email below. 
 
Contact details for Return of Completed Application forms and other enquiries: 
 
 
Susan Granville 
Executive Assistant to Headmistress/HR Manager  
s.granville@watfordgirls.herts.sch.uk 
01923 223403 extension 202  

https://www.watfordgrammarschoolforgirls.org.uk/wp-content/uploads/2021/02/Support-Application-Form.docx
https://www.watfordgrammarschoolforgirls.org.uk/wp-content/uploads/2021/09/Child-Protection-Policy-Sept-2021-version-5-Approved.pdf
https://www.watfordgrammarschoolforgirls.org.uk/wp-content/uploads/2020/03/Safer-Recruitment-Policy-approved-FGB-09.03.20.pdf
https://www.smartsurvey.co.uk/s/Equalitiesform/
mailto:s.granville@watfordgirls.herts.sch.uk
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Watford Grammar School for Girls 
 Job Description: Support Staff 

 
Job Title: Sixth Form Administrator (Enrichment) 

   
 
Contract Type: Permanent 
Responsible to: Assistant Head (Head of Sixth Form) 
Work Pattern 30 Hours per Week / 44.4 Paid Weeks (Term Time + 5 additional days 

to be worked by agreement in the school summer holidays) 
Monday -Friday (10am-4.30pm includes a 30-minute unpaid break) 

Salary Scale H7 19 plus Inner Fringe (£26,841+£914) 
Actual Annual pro-Rata Salary: £18,532.33 

JD last Updated June 2022 
 
Context of the post 
 
In all matters the foremost will be the supporting of the aims of the School and the policies laid 
down by the Governing Body.  The spirit of all the school policies is summed up by our Ethos:  
 
“The Ethos of the school is based firmly on our record of academic success. We encourage all 
girls to strive for academic excellence.  We value hard work, scholarship and reading and believe 
that these should remain part of each girl’s life as she develops a life-long love of learning. We 
strongly encourage girls to achieve their highest potential and to participate actively in all areas of 
school life, such as music, sport, community service and enrichment opportunities. We exhort 
girls to aim for the highest standards in everything they do and we recognise each girl’s individual 
talents. We build the confidence, resilience and personal responsibility of the girls by taking every 
opportunity to develop these in lessons and extra-curricular activities, and by encouraging girls to 
participate in opportunities that will enrich and enhance their school experience. As a 
community, we respect our traditions and promote care, consideration, toleration and trust. 
 
It is the responsibility of every member of staff to ensure at all times the safety of the children in 
their care. All adults working in the school should know about the school’s child protection 
procedures and the identity of the Designated Senior Person for child protection.  
 
 

1. Job Purpose 
 
The person appointed will support the running of the Sixth Form in their administration and 
Enrichment programme throughout the academic year. They will need to be flexible in their 
approach, and adapt to a busy school environment. At times in the year, they may be asked to 
support with administrative tasks in other areas of the school, at a level appropriate to this 
position. 
 
However, key areas of responsibility will include: 
 

2. Main Duties 
 
Administration 

• Rectify PM registers and monitor lost email for students  
• Correspond with home regarding students for absence, illness and other requests 
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• Dealing with requests for support from students and liaise HOYs and Head of Sixth 
Form  

• Dealing with incidents which arise during day which are pastoral/academic – liaise with 
HOY, Head of Sixth and note on CPOMs 

• Support with the planning and co-ordinating administratively on Sixth Form days and 
events – FTF, Enrichment week, Induction Days 

• Take responsibility for the administration of attendance at supervised study. 
• Support with the processing of UCAS applications 
• Support in organisation of GCSE and A level results days 

 
 
Enrichment 

• The organisation and co-ordination of the Enrichment provision in the Sixth Form 
• Liaison with WGGS staff and external agencies in the organisation and overseeing 

effective enrichment programme 
• Timetabling and register monitoring for enrichment programme including follow up for 

any absences  
• Identifying any gaps in provision by liaison with HOYs and Head of Sixth Form  
• Administration of attendance at the time of enrichment and subsequent follow up 
• Devising programme of study through liaison with HOYs 12/13, HODs and Head of 

Sixth Form  
 

3. Organisation structure 
 
 

 
 
 
 
 
 
 
 
 
 
 

Headmistress

Assistant Head

Sixth Form 
Administrator 
(Enrichment)
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Notes 

a. All staff are expected to demonstrate consistently high standards of personal and 
professional conduct.  The following statements define the behaviour and attitudes 
which set the required standard for conduct. 

b. Staff uphold public trust in Watford Grammar School for Girls therefore staff are 
expected to maintain high standards of ethics and behaviour, within and outside school, 
by: 

i. Treating pupils and colleagues with dignity, building relationships rooted in 
mutual respect and at all times observing proper boundaries appropriate to their 
position. 

ii. Having regard for the need to safeguard pupils’ wellbeing, in accordance with 
statutory provisions as appropriate. 

iii. Showing tolerance of and respect for the rights of others 
iv. Not undermining fundamental British values, including democracy, the rule of 

law, individual liberty and mutual  respect and tolerance of those with different 
faiths and beliefs 

v. Ensuring that personal beliefs are not expressed in ways which exploit pupils’ 
vulnerability or might lead them to break the law. 

vi. All staff must have proper and professional regard for the ethos, policies and 
practices of Watford Grammar School for Girls and maintain high standards in 
their own attendance and punctuality. 

c. The post holder will take part in an annual performance Review at which objectives will 
be set and development needs identified.   

d. It is a statutory requirement that all public sector workers in customer facing roles must 
be able to speak English fluently and you will be expected to demonstrate at interview 
and in the classroom the ability to converse at ease and at an appropriate level in 
accurate English with pupils, parents, and visitors to the school.   

e. The above responsibilities are subject to the general duties and responsibilities contained 
in the statement of Conditions of Employment. 

f. This job description allocates duties and responsibilities but does not direct the particular 
amount of time to be spent on carrying them out and no part may be so construed. 

g. This job description is not necessarily a comprehensive definition of the post.  
h. The duties and responsibilities listed describe the post as it is at present.  The post holder 

is expected to accept any reasonable alterations that may from time to time be deemed 
necessary by the Headmistress. 

i. The job description will be reviewed regularly and may be subject to modification or 
amendment at any time after consultation with the post holder.   

 
 

JD Template Updated 2020 
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Benefits 
 
• Generous sickness and maternity pay schemes (after a qualifying period) 
• Employer contributions of in excess of 20% to the Local Government Pension Scheme 

(if not opted out). 
• Currently permanent staff, after a qualifying period two years, benefit from preferential 

admission criteria for their daughters. 
https://www.watfordgrammarschoolforgirls.org.uk/admissions/year-7-entry-forms/ 

• Subsidised rates for membership of the school’s vibrant leisure facility, “Fuller Life”, 
including use of a swimming pool.https://www.fullerlifefitness.co.uk/ 

• Free on-site parking 
• Proximity to Watford Town Centre 
 
 
Safeguarding 
 
The school is committed to safeguarding and promoting the welfare of young people and 
expects all employees to share this commitment.  
 
All appointments are subject to satisfactory pre-employment checks including a satisfactory 
Enhanced Criminal Records with Barred List check through the DBS. 
 
The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and 
applicants will be required to declare any convictions, cautions, reprimands and warmings that 
are not “protected” (as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 
1975 (as amended in 2013 and 2020).   
 
Those working with children under the age of 8 will be required to make a declaration under the 
statutory guidance ‘The Childcare (Disqualification) and Childcare (Early Years Provision Free of 
Charge) (Extended Entitlement) (Amendment) Regulations 2018’ issued by the Department for 
Education (DfE). 
 
The school has a duty, under the Immigration Act 2016, to ensure that its employees in customer 
facing roles speak fluent English (or Welsh or English in Wales) to an appropriate standard, so 
that a high-quality service can be provided to the public. This is known as the ‘fluency duty’ and 
it applies to all public sector staff who regularly interact with the public in customer facing roles. 
 
 

 



 
 

Watford Grammar School for Girls 
 

Person Specification 
 
Position:  Sixth Form Administrator (Enrichment)  Department: Sixth Form 
 

 Requirement If ticked 
this is 

essential  

How this will be 
assessed 

Qualifications GCSE English and Mathematics or equivalent Y Application 
Specific 
Training 
Requirements 

Trained in use of SIMs or willingness to learn 
SIMS  

Y Application 

Experience  Prior experience of working in a school setting. 
 
Experience of working in a team. 

 Application and 
interview 

Knowledge A secure working knowledge of Microsoft Excel 
and Microsoft Suite 

Y Interview 

Skills and 
Competencies  

A close attention to detail. 
 
An ability to plan events with care, developing 
plans which are clear and of use to others. 
 
The ability to relate well both to adults and to 
young people. 

Y 
 
Y 
 
 
Y 
 

Application and 
interview 
Interview 
 
 
Interview 

Communication 
skills 

Accurate written English Y Application form 

Personal 
Attributes 

A calm manner under pressure. 
 
A willingness to problem solve 
 
Able to work independently and be pro active  

Y 
 
Y 

Interview 
 
Interview 

Other Occasional flexibility about working hours, in 
order to respond to the needs of a particular day.   

Y Interview 

 
Applicants called for interview should note that the interview itself (and/or any additional tasks to be 
performed, if applicable) will, as appropriate to the role: 

(i) Focus on the requirements to carry out the duties of the job, as described 
(ii) Explore issues relating to the safeguarding and promoting the welfare of children, including: 

 Motivation to work with children and young people 
 Ability to form and maintain appropriate relationships and personal boundaries with 

children and young people 
 Emotional resilience in working with challenging behaviours 
 Attitudes to use of authority and maintaining discipline. 

(iii) Be used to explore any relevant issues arising from references received. 
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