
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FUTURE GENERATION TRUST 

APPLICATION 
PACK 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

www.futuregenerationtrust.co.uk  

Clerical Assistant Level 1 
(Temporary for 3 terms in the first instance) 

 
Required for September 2023 
 
25 Hours per Week Term Time Only 
Grade 1 £11,994 Actual, approx. 
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THE ROLE 
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Applications are invited from an enthusiastic, hard-working Clerical Assistant 
who can support in a busy school office environment.  
 

The successful candidate will also have excellent communication and 
interpersonal skills and have experience of working in a similar role. 



WELCOME FROM CEO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Stuart Ayres, Chief Executive Officer 
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FUTURE GENERATION TRUST 
 
 
 

 

Page - 7 



OUR ACADEMIES 
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BENEFITS OF WORKING FOR 
FUTURE GENERATION TRUST 

 
 
 
 
 
 
 

Opportunities for all 

Pension Scheme 

Fair pay and competitive benefits 

Free Childcare 
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JOB PROFILE 
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To work under the direction and instruction of senior staff, to provide general clerical, 
administrative and financial support to the school. 

 

 
Support to Pupils, Parents and the Community 

• Undertake reception duties, answer routine telephone and face to face enquiries 
and sign in visitors. 

• Assist with pupil welfare duties; liaise with parents/staff etc. 
• Assist with arrangements for visits from relevant external bodies, e.g. school 

nurse, photographer etc. 

 
 

 
Support to Organisation 

• Provide routine clerical support, e.g. photocopying, filing, faxing, emailing and 

completing routine forms. 
• Maintain manual and computerised records/management information systems 

and respond toqueries. 
• Undertake routine typing, word-processing on an ad hoc basis. 
• Sort and distribute and record mail. 

• Undertake routine administration, e.g. registers/school meals. 
• Assist with arrangements for visits from County Council officers and external 

agencies, e.g. Social Services. 
• Operate office equipment e.g. photocopier, computer. 
• Arrange orderly and secure storage of supplies. 

• Undertake routine financial administration e.g. collect and record dinner money. 
• Maintain and collate pupil reports 

 
 
 

Support to School  
 

• Promote and safeguard the welfare of children and young persons you are 
responsible for or come into contact with. 

• Be aware of and comply with policies and procedures relating to child protection, 

health, safety and security, confidentiality and data protection, reporting all 
concerns to an appropriate person. 

• Be aware of, support and ensure equal opportunities for all. 
• Contribute to the overall ethos/work/aims of the school. 
• Appreciate and support the role of other professionals. 

• Attend and participate in relevant meetings as required. 
• Participate in training and other learning activities and performance development 

as required.   



 

PERSON SPECIFICATION 
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Experience 

• General clerical/administrative work. 
• Qualifications/Training 

• Good numeracy and literacy skills. 
 

Knowledge/Skills 

• Good understanding and ability to use relevant equipment/technology. 
• Keyboard/ computer skills. 

• Ability to work constructively as part of a team. 
• Ability to relate well to children and to adults. 
• Good organising and prioritising skills. 

 
Behavioural Attributes 

• Customer focused. 
• Has a friendly yet professional and respectful approach which demonstrates 

support and shows mutual respect. 

• Open, honest and an active listener. 
• Takes responsibility and accountability. 

• Committed to the needs of the pupils, parents and other stakeholders and 
challenge barriers and blocks to providing an effective service. 

• Demonstrates a "can do" attitude including suggesting solutions, participating, 
trusting and encouraging others and achieving expectations. 

• Is committed to the provision and improvement of quality service 

• provision. 
• Is adaptable to change/embraces and welcomes change. 

• Acts with pace and urgency being energetic, enthusiastic and decisive. 
• Communicates effectively. 
• Has the ability to learn from experiences and challenges. 

• Is committed to the continuous development of self and others by keeping up to 
date and sharing knowledge, encouraging new ideas, seeking new opportunities 

and challenges, open to ideas and developing new skills. 



SAFER RECRUITMENT 
& EQUAL 
OPPORTUNTIES 

Safer Recruitment in Education information 
for applicants. 

Right to Work in the UK 

Fitness for Work (Medical Clearance) and DBS Checks 

References 

Equal Opportunities 
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HOW TO APPLY 
Application documents 

Applying for this role 

 
 
 

Once you have applied 

Safeguarding 

 
 
 
 
 
 
 
 

It is recommended that potential candidates arrange a visit to the academy.  

Appointments can be made by emailing laura.greenhouse@stjohnsprimary.academy 

either during or outside of school hours.   

 

Completed applications should be emailed to Laura Greenhouse - 

laura.greenhouse@stjohnsprimary.academy. 

http://www.futuregenerationtrust.co.uk/
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APPLICATION AND SELECTION 
PROCESS 

 

 

We will: 
Information 

Questions 

Respond 

Fair 

Offers 

In return we will ask that you: 

Honest 

Accurate 

Prepare 
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FUTURE GENERATION TRUST 
Hobnock Road 
Essington 
Wolverhampton 
WV11 2RF 

01922 496570 

office@futuregenerationtrust.co.uk 

www.futuregenerationtrust.co.uk 
 

www.futuregenerationtrust.co.uk  

mailto:ofﬁce@futuregenerationtrust.co.uk
http://www.futuregenerationtrust.co.uk/

