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January 2012 
 
 
 
Dear Colleague 
 
I am delighted that you have responded to our advertisement for the post of Clerical Assistant. 
 
Please find enclosed in the application pack a range of information which, I hope, gives you a flavour 
of our school and the opportunities that await the successful candidate. 
 
We hope to welcome a colleague to our team who shares the same high aspirations for our students; 
someone who recognises their own ability to make a significant contribution to their achievements.  
 
Unfortunately we will not be able to contact every applicant and take this opportunity to thank you for 
responding.  Preparing an application is both professionally demanding and time-consuming. 
 
I look forward to hearing from you but whatever your decision at this stage may I wish you all the best 
for your professional future. 
 
 
 
 

 
Judith A Potts 
Headteacher 
 
 
 
 
 
 

“We encourage a positive classroom environment 
where students matter and learning counts”  

 
 

Parkside, Highcliffe, Christchurch, Dorset, BH23 4QD 
 

 
Deputy Headteacher 
Mr N Campbell BA (Hons) 

 

 
Deputy Headteacher 

Mr N O’Connor BSc (Hons) 
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Clerical Assistant 

 

 
Clerical Assistant required, as soon as possible, to 

join our friendly, forward-looking, Administration 
Team. A good working knowledge of Microsoft Office 

products such as Word, Excel and Outlook are 
essential for this post. 

 
35 hours per week, term time only. 

Salary Grade 3 £6.84-£7.80 per hour 
 

The Governing Body is committed to safeguarding 
and promoting the welfare of children and young 

people and expects all staff to share in the 
commitment.  This appointment is subject to an 
enhanced CRB check and positive references. 

 
For an application form please see school website 

www.highcliffe.dorset.sch.uk or contact: 
Mrs J Coleman, PA to Headteacher 

e-mail jcoleman@highcliffe.dorset.sch.uk. 
 

Closing date for completed applications 27th January 
2012. 
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Clerical Assistant 

Closing date 27th January 2012 

Application 

Completing the application form 

Submitting a personal letter or statement relevant to the post 

Please note that CVs only will not be accepted. 

 

Notes for Guidance for Applicants 

The following guidance is intended to help you to complete your application form in the best way. 

Application Form 

The form must be completed in full and signed.  Please use black ink or word processing as your form will be 

photocopied.  Please complete all sections of the application form and ensure that your employment record is 

set out in full with an explanation of any gaps.   

Please do not include photocopies of open testimonials.  We will always write to your current or previous 

employer for a reference and to ask for a professional assessment of your suitability for the post.  We reserve 

the right to approach any previous employer for a reference. 

Please complete the application form carefully and ensure that you sign it at the end.  You should use section 

5 to set out your relevant skills, knowledge and experience and you are advised to refer to the Job Description 

and Person Specification in order explain how you meet the requirements of the job. 

The closing date is as above.  Your completed application form and letter should be returned to Judith Potts, 

Headteacher, Highcliffe School, Parkside, Highcliffe, BH23 4QD.  Or you can email to 

jcoleman@highcliffe.dorset.sch.uk . Please note that late applications cannot be considered.  Applications will 

not normally be acknowledged. 

Please label the outside of the envelope or entitle the email confidential/application. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



JOB DESCRIPTION 
CLERICAL OFFICER/ADMINISTRATIVE ASSISTANT 
 

Job title: Clerical Officer/Administrative Assistant Job ref: XS 8.6 
 

Directorate: Children’s Services Grade: Dorset Grade 3 
 

School:  
 

Reports to: Headteacher or other nominated person 

 
 

Main job purpose 

 
To provide efficient administrative support, to ensure compliance with LA and the school administrative/clerical 
and reporting requirements, including undertaking manual and computer data entry/extraction and other 
clerical duties. 
 

Main responsibilities and duties 

 
1. To complete appropriate data input and paperwork associated with the clerical and administrative needs of 

the school (e.g. school transport records, pupil database). 
 

2. To provide administrative support to all areas of the school (e.g. pupil listings, word processing). 
 

3. To receive telephone calls and visitors and take appropriate action. 
 

4. To undertake general office duties, including collation/copying reports and documents, organising and 
maintaining filing systems and assisting in the absence of colleagues. 

 
5. To be responsible for processing incoming and outgoing mail. 

 
6. To undertake word processing. 

 

Knowledge and skills 

 
Keyboard skills, to be able to work accurately, under own initiative for short periods of time, and to work in an 
organised and flexible manner. 
 
Good telephone manner. 
 
Ability to work on own initiative and as part of a team. 
 

Supervision and management 

 
The post holder will often be required to work without direct supervision.  Supervision will be present where 
necessary. 
 

Problem solving and creativity 

 
At busy times needs to prioritise. 
  

 



 

Key contacts and relationships 

 
Daily contact by telephone/face to face with Headteacher/Staff/Pupils/Parents and other visitors to school. 
 

Decision making 

 
There is a need to establish the importance and urgency of contacts made. 
 

Resources 

 
General office equipment (e.g. word processor, photocopier, optical mark reader, fax machine, telephone and 
post/franking machinery). 
 

Working Environment 

 
Working in busy office with frequent use of IT equipment. 
 
Occasionally processing heavy loads of incoming/outgoing mail. 
 
The Post is subject to constant interruptions. 
 
Size, Phase and type of school and pupil profile.  Split site school. 
 

Progression in Post (if applicable) 

 
 
 

Job description prepared by: Chris Matthews 
 

Designation: Pay and Reward Manager 
 

Date: January 2005 
 

 
 

 
  

  



 



 


