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West Street, Carshalton, Surrey, SM5 2QX 

November 2020  

Dear Candidate  

Thank you for your interest in the position of Part-time Receptionist at Carshalton High School 
for Girls.  

We are an all-girls’ secondary school located in Carshalton in the London Borough of Sutton. 
The school is also part of the Girls’ Learning Trust (GLT) which provides excellent opportunities 
for staff collaboration and career development. 

At CHSG our vision is to be  

A centre that is fearless in its commitment to excellence   

A safe, inclusive learning community where staff and students thrive 

Securing high achievement and the wellbeing of students is at the heart of everything we do. 
Excellent teaching, a strong pastoral system, excellent support and guidance where staff go the 
extra distance for students and an extensive range of additional learning opportunities ensure 
that the needs of every student are met and each girl maximises her success.  

Developing our staff and their wellbeing is also a high priority so we provide a well-resourced 
environment where staff are supportive of each other and work collaboratively.  

I am seeking to appoint an experienced Receptionist to support the school office in the next 
phase of the school’s development. I need someone who is motivated; a self-starter who has 
bundles of enthusiasm, a good sense of humour and a passion for working with young people in 
an all-girls environment.    

I hope after reading this pack you are interested in joining our dynamic school and CHSG team.  

We very much look forward to receiving your application. 

Yours faithfully,  

Maurice Devenney    
Headteacher 
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Girls’ Learning Trust (GLT)  
 

Message from Jen Smith, CEO 
 

I am delighted that you are interested in a position in one of the Girls’ Learning Trust schools. 
 

The Trust was formed in September 2015 and initially consisted of two schools: Nonsuch High 
School for Girls and Wallington High School for Girls. In April 2018, Carshalton High School 
for Girls joined and further strengthened our Trust. All three schools are located within the 
London Borough of Sutton and are within easy reach of each other.  

 
The aims of the Girls’ Learning Trust are to deliver a first class education for girls ensuring that 
they realise their full potential and leave the Trust well prepared for their future. With around 
4000 students and a highly effective operating model, GLT gives member schools the financial 
strength to drive school improvement and provides increased opportunities for students and 
staff across the trust. We aim to be a 5 school Trust by the end of 2020, retaining the all-girls 
identity and operating within the London and South East region.  

 

The aims of GLT are achieved through: 

 Delivering excellent standards of teaching and learning consistently across the 

Trust based on the setting of high expectations for all and an evaluative approach 

to improving performance that secures strong outcomes for all our students. 

 Developing strong collaboration across the Trust ensuring each school is a giver 

and receiver of support where needed. 

 Ensuring effective professional development and career progression opportunities 

across the Trust in order to recruit and retain excellent staff. 

 Delivering effective pastoral provision to all our students ensuring they are 

supported, developed and well cared for during their time in the Trust. 

 Developing a strong understanding of how best girls learn, develop and thrive 

and using this to underpin our approach to education across the Trust. 

 Promoting and developing high aspirations for our young women allowing them to 

become the successful female leaders of the future. 

 Creating an exciting, challenging and creative curriculum across the Trust, both 

inside and outside of the classroom, to allow all students to realise their full 

potential. 

 Securing a financially viable Trust through strategic financial management and 

by working collaboratively to secure financial efficiencies. 

 Communicating effectively with and valuing all of our stakeholders realising the 

important role they play in the Trust. 

For more information on the Trust please follow the link below: 

 

Girls’ Learning Trust 

 
The Trust model brings many advantages to staff at all levels in the schools. Free from some 
of the strategic, financial and operational responsibilities of a standalone role, the primary 
focus of the school Headteacher role within the GLT structure is to provide highly effective 
leadership and support of the teaching and learning within their school alongside day to day 
management. The school Headteacher is accountable for securing strong student outcomes 

https://www.chsg.org.uk/page/?title=Girls%27+Learning+Trust&pid=59
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and the delivery of an excellent standard of education for all students in their school. Each 
Headteacher reports to, and is supported by me in my role as CEO. 
 

Staff are able to benefit from many different opportunities for development across the Trust. 
These include the opportunity to participate in the cross -trust Outstanding Teacher 
Programme (OTP) learning with and from colleagues in all the schools, an annual GLT 
conference that brings all staff in the Trust together and the chance to participate in trust 
training and development across a number of areas. In addition, when you are at the stage 
when you want to consider moving to the next level in your career, a larger Trust brings more 
opportunities that a stand alone school may do.  

 
Although the Trust plays an important role in each school, the GLT model ensures and values 
the fact that each school retains its own unique identity within the Trust which can be seen 
when visiting each school or looking at the website.  
 
Joining a GLT school at any stage in your career is a way to combine the benefits of 
working for a lager Trust with the ability to feel part of a successful and vibrant school. 
I hope that after reading this information pack you decide to submit an application.  
 
Jen Smith, CEO 
 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6 
 

Staff Workload and Wellbeing at CHSG 
 
Staff are our most valued asset and we place a high emphasis on staff wellbeing and professional 
development. To support staff we offer the following: 
 
Workload                             
 
Teaching and Learning 

 No requirement to write lesson plans for observations  

 No nonsense differentiation – everyone teaches to the top with some students requiring 
more support than others 

 No graded observations, no need to put on a show: observers want to see a typical lesson 

 No observations of new staff until after half-term 

 All SLT teach including the Headteacher 

 New Assessment Policy: Feedback for one audience, no tick and flick, revised marking 
scrutiny 

 Easy access to SEN register with clear practical support strategies updated termly 

 Combined school diary and Planner for ease of planning.  Calendar organised in advance 
to aid planning 

Meetings and Data 

 Meetings and Data drops spread across the calendar using the same data for different 
audiences with a maximum of 3 data drops per year group per year 

 Reduced meetings before external examinations 

 Succinct briefing creating a positive start to the working week 

 School events and meetings held on the same nights to aid with organisation 

 Clear and transparent directed time (adhering to the 1265 time limit) with daily directed 
time ending at 3.20pm 

 No kudos given for working extra hours just for the sake of it. Staff encouraged to have a 
life. School closes at 5.30 every night. 

 No written subject reports 

Facilities and IT  

 Staff-only IT facilities, away from the classroom to allow for effective use of planning and 
marking time.  

 Reduction in ‘all staff ‘and ‘reply to all’ email culture with no expectation to respond to 
emails in the evenings or at weekends 

 Cpoms for ease of reporting and recording welfare and safeguarding concerns 

 Easy access login with single sign on and swipe pass log on photocopier, on site IT 
support and reprographics assistant. 

Training and Career Development 

 Regular dept CPD to support individual needs and incorporate shared planning and 
shared resource development.  Tailored CPD programme for support staff. 

 Comprehensive new staff and NQT training, induction and support 

 Optional Teach-meet sessions to develop pedagogy 

 Sharing good practise optimised in meetings 
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 CPD delivered in twilights with time off for ‘Carshalton Christmas’ 

 CPD and Meetings finish by 4pm 

 Personalised support plan for staff when required  

 Performance Development targets tailored to individual needs 

 Cross Trust opportunities to develop expertise 

 In-house experts on teaching and learning to help and support 

 Opportunities for Leadership development and promotion including a Middle Leader 
induction programme 

Behaviour 

 High expectation of behaviour and a culture of a clear consistent approach to reinforcing 
it 

 Clear and transparent behaviour policy  

 SLT on daily lunch duty to ensure no behaviour continues from lunch into lessons 

 Student Support team provide targeted support 

 Each year group has AYL and SLT working alongside the YL to improve standards of 
behaviour 

 Centralised late procedure and detentions 

Health and Social  
 
Health  

 A clear, consistent, fair staff absentee policy  

 Certified medical and personal illness absence - no need for cover to be set  

 Workplace Options and Occupational Health (available on request)  

 Confidentiality around personal leave 

 Wellbeing feature in the Weekly Bulletin  

 Designated non-SLT wellbeing Lead (Helen Holmes) 

 Wellbeing dog (in training) 

 Wellbeing task force (made up of CHSG staff) creating a strategic school plan  

 Wellbeing weeks to encourage staff to think about self (no meetings on these weeks) 

 Recognition, praise and thanks for going above and beyond including ‘Red Letter Days’ 
from students and ‘Secret Buddy’ from colleagues 

 Training of Mental Health Champions to support staff and students. 

 Wellbeing Task force creating a strategic school plan working alongside the GLT 
wellbeing group 

 Late starts after Secondary Transfer Evening and major holidays  

 Catering company in the canteen meeting a wide variety of dietary requirements  

Social 

 Christmas, Easter and Summer staff social events as well as Half-termly coffee mornings  

 Staff association organises formal opportunities to socialise at Xmas and Summer  

 Informal social opportunities within the PE department with Fun Friday and Running club 

 Annual whole school picnic /big conversation 

 Staff room facilities available  

 Lunch break 40 minutes 

 Birthday, wedding and new baby cards given to staff 
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General 

 No blame culture in the School.  Supportive colleagues with good staff working 
relationships and an open door policy to a supportive Middle and Senior Leadership team. 

 No top down approach to management – transparent at all times with staff feedback taken 
on-board 

 Annual wellbeing staff meeting and annual audit 

 
More information on the school can be found at our website: 

www.chsg.org.uk 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.chsg.org.uk/
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Carshalton High School for Girls 
 

Job Title: Receptionist 
 
Grade/Salary:  GLT Scale 2 range 5 – 6 £20,466 - £21,981 FTE  
                                   (actual salary £7,302 –  £7,842 per annum) 
 
Hours of Work: 15 hours per week (over 2 days Mon – Tues)  
                                    Term time + 1 week (inset days) – 39 weeks per year 
 
Type of contract: Permanent 
 
Responsible to: Office Manager 

 
Responsible for: 
 
Providing initial point of contact for visitors to the school site, providing switchboard 
services to incoming callers and school staff and operating the security systems for 
entry/exit of the school site with regard to Safeguarding procedures. 

 
Job Purpose: 

 
To extend a professional and friendly reception to all callers to the school.  
To provide admin services to staff and support the School Office team. 
 
Main Responsibilities and tasks: 
 
Reception: 
 

 To act as main point of contact for visitors to the school 

 To receive and redirect telephone calls for the school 

 To receive and redirect incoming mail to the school including fax messages 

 To monitor security gates and the main entrances to the school to allow 

visitors/students/staff to enter/leave who have the correct authority 

 To maintain a diary of visitors to the school and to ensure staff are aware of the arrival of 

visitors into school 

 To manage the inbox for the school email address by redirecting incoming mail to the 

correct staff members and responding to emails where relevant 

 To maintain a programme of school events to ensure callers have accurate information 

 To record emergency answer messages for the school telephone system in the event of 

a school emergency or alternative arrangements to the normal school day 

 To ensure an adequate supply of visitors badges are available at all times and to monitor 

the return of badges when visitors leave 

 With reference to Safeguarding guidelines, check the identity of visitors and ensure those 

entering the school have either the relevant documents/identifying papers to allow them 

unsupervised access or to ensure they have an escort when entering the school.  Where 

appropriate, issue visitors remaining in school with an identity badge so that they can be 

clearly identified whilst in school.  Ensure contractors attending the site sign in and attend  
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to the Asbestos Register before entry. 

 To liaise with the school office and Attendance Officer to ensure that students exiting the 

school have a legitimate reason to be leaving 

 To act as the point of contact for staff who need contact information for students 

 To provide visiting outreach agencies with support in booking rooms, passing messages 

and locating students 

 To ensure the reception area is always welcoming and tidy 

Admin Duties: 
 

 Receive, monitor and distribute incoming mail 

 Collate and frank outgoing post for collection at 4 pm and monitor stocks for the franking 

machine/postage 

 Monitor stocks of standard forms used by School Office and stock up when necessary 

 Manage information to create the School Bulletin and, in conjunction with the SLT lead 

responsible, ensure its distribution on a Friday afternoon 

 Provide Open References for students upon request 

 Receive sign and log goods deliveries/collections and mark up parcels for distribution to 

relevant staff. 

 Assisting School Office staff with administrative tasks which can be carried out in 

conjunction with the above duties 

General Duties: 

 
 To be aware of and comply with the  Girls’ Learning Trust (GLT) and School policies and 

procedures, including those relating to child protection, health and safety, security, 
confidentiality and data protection, reporting all concerns to the appropriate person.  

 To undertake similar duties, commensurate with the level of the post and at the discretion 
of the Headteacher or Line Manager, as the Headteacher or Line Manager shall from 
time-to-time reasonably require. The Job Description will be subject to periodic reviews 
to fit in with the needs of the school and provide development opportunities as 
appropriate. It is not a comprehensive set of tasks, but sets out the main expectations of 
the school in relation to the post holder’s responsibilities and duties at this time. 

 To participate in training, other learning activities and performance development as 
required.  

 To provide the first aid team with support in the event of sickness, accident or emergency 
when called upon  
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Person Specification 

 
 

Selection Criteria  
 
The selection criteria show the abilities and skills you will need to carry out the duties in the job 
description. Short listing is carried out on the basis of how well you meet the requirements of the 
person specification. You should mention any experience you have had which shows how 
you could meet these requirements when you fill in your application form. If you are 
selected for interview you may be asked also to undertake practical tests to cover the skills and 
abilities shown below: 
 
Qualifications/Training 
 

 Experience of using SIMs (E) 

 Willingness to undertake relevant training (E) 

 First Aid Certificate or willingness to train (D) 
 
Knowledge/Skills 
 

 Good communication skills, both written and verbal (E) 

 Good computer skills (E) 

 To be able to prioritise workload and multitask in response to ever changing situations 
(E) 

 Ability to work collaboratively as part of a team (E) 

 Ability to undertake clerical duties (E) 

 Ability to comply with policies and procedures relating to child protection, health, safety 
and security, confidentiality, data protection and equal opportunities (E) 

 
In addition: 
 

 A commitment to equal opportunities (E) 

 Good oral communication skills (E) 

 Good personal presentation - the school expects a professional standard of dress 
through adherence to its dress code (E) 

 Energy and a sense of humour (E) 

 High levels of professional integrity (E) 

 Adaptability (E) 

 The ability to remain calm under pressure (E) 

 Excellent attendance and punctuality (E) 

 A willingness to go the extra distance for students (E) 
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Application Process 
 
Applications should be emailed to Sam Willard, Head’s PA/HR Officer 
swillard@carshaltongirls.org.uk  
Forms can be downloaded from the School’s website: www.chsg.org.uk.  
 
Please also complete and return the disclosure and equal opportunities monitoring forms which 
are attached to the application form. We welcome applications from all suitably qualified people 
and aim to employ a culturally diverse workforce which reflects the nature of our school 
community. 
 
Closing date:      Noon Thursday 3rd December 2020 
 
Selection Process  
 
The interviews will take place online week commencing 7th December 2020 
 
Please Note 
 
The successful candidate will be required to undergo an enhanced DBS with barred list check 
followed by safeguarding training as part of his/her induction  
 
If you are shortlisted, we will take up references prior to your interview unless otherwise specified.  

For your convenience our specimen contracts can be viewed on the vacancy page of the school 
website.  

As part of our recruitment process, Girls’ Learning Trust collects and processes personal data 
relating to job applicants. The Trust is committed to being transparent about how it collects and 
uses that data and to meeting its data protection obligations.  

For further information about this and to read our Data Protection and Freedom of Information 
Policy please visit our school website: www.chsg.org.uk 

Safeguarding 
  
The Girls’ Learning Trust is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment.  
 
 

 

 

mailto:swillard@carshaltongirls.org.uk
http://www.chsg.org.uk/
http://www.chsg.org.uk/

