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Our School Context
Riverbank Academy is an outstanding school. Riverbank is co-located with Ernesford Grange
Secondary school. Both schools run as one learning community with separate identities in a
brand new, state of the art building.
Riverbank has embraced becoming a
generic school catering for 158 students
with needs ranging from profound and
multiple, severe and moderate learning
difficulties (PMLD, SLD and MLD). This
opens many professional development
opportunities for our staff, allowing them to
apply a range of new skills in a fully inclusive
setting.

We are seeking to appoint an enthusiastic and suitably experienced person to be the first
point of contact for our Academy. This is a very busy area and you will need to be able to
relate well to staff, students, parents and visitors and work on your own initiative.
We are looking for someone who is organised, able
to multi task and has a ‘can do’ approach.

Our Vision at Riverbank
Our vision is to provide an
outstanding service for all our
students helping them to achieve
beyond their potential.
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What’s on offer?





Working as part of an experienced, supportive and motivated team
Brand new building
Exciting CPD opportunities
Access to a fully inclusive curriculum within a special and mainstream context











Newly furnished classrooms complete
with specialist equipment
Sensory room
Sensory garden
Hydrotherapy pool
Physiotherapy room
Medical room
Speech and language therapy room
100% attendance day
School iPad or Laptop




Additional payment for Staff that attend residential trips on a Saturday and/or Sunday
Cycle to Work Scheme
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Evening Receptionist
Grade 2
Grade 4
Grade:
Hours:

Grade 2
8 hours per week. 4:30pm-6:30pm Monday, Tuesday, Thursday and
Friday (Term time only)
Responsible to:
Office Manager
Level of supervision: Guidance provided but required to use initiative
Riverbank Community Academy is committed to safeguarding and promoting the welfare
of children and young people and requires all staff and volunteers to share this
commitment. We promote a fully inclusive, caring, learning community, where all
individuals are valued, ambitions are grown and strengths are celebrated; where students
are equipped with the skills to play an active and successful part in society.
Job Purpose:
To ensure an effective communications and reception service within the establishment and
to outside agencies and members of the public, and to provide clerical support when
necessary.
Duties and Responsibilities:
1. Under the direction of the Office Manager provide an efficient and welcoming reception
service for the school.
2. To operate the switchboard, receiving and transferring calls, and taking messages as
required, making sure recorded messages are put into operation at the appropriate times
when situated at main reception.
3. General admin duties i.e.: filing, typing of documents.
4. To keep visitors’ book up to date – signing in sheet
5. Assist in providing an admin support service to faculties.
6. Undertake any training which may be required to operate existing equipment or new
equipment which may be purchased.
7. Carry out the duties of the post with due regard to the School’s Equal Opportunities
Policy, and Health and Safety Legislation.
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8. Clerical support to other areas of the school as part of the support team, if required.
9. To greet our community lettings groups as they arrive on site, and provide assistance, if
required.
Safeguarding
Teachers are accountable for the way in which they exercise authority, manage risk, use
resources and protect students from discrimination and avoidable harm. All staff, whether
paid or voluntary, have a duty to keep young people safe and to protect them from physical
harm. When an individual accepts a role that involves working with children and young
people they need to understand and acknowledge that the responsibilities and trust are
inherent in that role.




The jobholder is expected to observe their obligations in accordance with the Academy’s
Child Protection Procedure, and to report any concerns that they may have regarding a
child or young person’s welfare to the appropriate person. A copy of the Academy’s Child
Protection Procedure can be obtained from the jobholder’s line manager.
The Governing Body is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share this
commitment.

Rehabilitation of Offenders Act 1974
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974.
Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any
relevant convictions cautions and reprimands being considered. Any convictions cautions or
reprimands of relevance, obtained by the jobholder after enhanced DBS clearance has been
acquired, must be disclosed to the Principal by the jobholder. Failure by the jobholder to do
so, or the obtaining by the jobholder of a relevant conviction caution or reprimand, may be
managed in accordance with the Academy’s Disciplinary Procedure.
Health and Safety
The jobholder is required to exercise their duty of care by taking responsibility for their own
health and safety, and the health and safety of other people who may be affected by their
acts or omissions (failure to act). Full guidance regarding health and safety is set out in the
Academy’s Health and Safety Policy, and in any risk assessments relevant to the jobholder’s
role or circumstances. Both can be accessed via the jobholder’s line manager and must be
observed.
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Confidentiality and Data Protection
The jobholder is expected to comply with the provisions of the Data Protection Act 1998. Any
information they have access to, or are responsible for, must be managed appropriately and
any requirements for confidentiality and security observed. Information must not be
disclosed to any person or Authority, for example a parent or the Police, without observing
the correct procedure for disclosure as set out in the Academy’s Data Protection Policy.
Equality and Diversity
Sidney Stringer Multi Academy Trust is committed to equality and values diversity. As such
the Academy is committed to fulfilling its Equality Duty obligations, and expects all staff and
volunteers to share this commitment. The Duty requires the Academy to have due regard to
the need to eliminate unlawful discrimination, harassment and victimisation, advance
equality of opportunity and foster good relations between people who share characteristics,
such as age gender, race and faith, and people who do not share them. Staff and volunteers
are required to treat all people they come into contact with, with dignity and respect, and are
entitled to expect this in return.
Training and Development
Sidney Stringer Primary Academy has a shared responsibility with the jobholder for identifying
and satisfying training and development needs. The jobholder is expected to actively
contribute to their own continuous professional development, and to attend and participate
in any training or development activities required to assist them in undertaking their role and
meeting their safeguarding and general obligations.
This job description reflects the major tasks to be carried out by the jobholder and identifies
the level of responsibility at which the jobholder will be required to work, as at the date on
which the last review took place.
This job description may subject to review and/ or amendment at any time to reflect the
requirements of the job. Any amendments will be made in consultation with any existing
jobholder, and will be commensurate with the grade for the job. The jobholder is expected to
comply with any reasonable management requests
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PERSONNEL SPECIFICATION
ATTRIBUTES

QUALIFICATION

KNOWLEDGE
And
UNDERSTANDING

REQUIREMENTS











SKILLS
And




ABILITIES



ATTITUDES



And VALUES





EXPERIENCE

SPECIAL
REQUIREMENTS






A desire to continue to improve literacy, numeracy and ICT
skills, with Grade C achieved in English and Maths
Of the needs and characteristics of young people with SEND
Of what constitutes positive behaviour management
Of the importance of positive role models for young people
Of strategies, including literacy, numeracy, ICT, independent
learning, special educational needs and anti-racism to ensure
the effective engagement of our students in learning
Of equal opportunities and anti-discriminatory practice in the
context of the school community
Approachable and intuitive
To communicate effectively – verbal and written - with
students, staff and parents
To motivate and encourage students to work co-operatively
To establish and maintain good professional relationships
with adults and young people and to deal with difficult
situations sensitively
To be a team player
To demonstrate relationship building outside of the classroom
To adopt total communication techniques and develop them
sufficiently to reach out to all of our students
High expectations of personal performance and of pupils’
success
Commitment to build upon your own learning through our
structures
A belief in meeting the needs of the whole child
Of working with groups of young people with SEND, preferably
of secondary age
Of resolving problems and handling challenging situations
Of managing behaviour effectively
An EXCELLENT attendance record
This post is exempt from the provisions of the Rehabilitation
of Offenders Act 1974. A Criminal Record Disclosure will be
required prior to appointment
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Riverbank Academy, Princethorpe Way, Ernesford Grange, Coventry. CV3 2QD

Evening Receptionist
Grade 2 - £2,775 pa (actual salary)
8 hours per week. 4:30pm-6:30pm Monday, Tuesday, Thursday and Friday
Term time only
Riverbank is co-located with Ernesford Grange Secondary school. Both schools run as one
learning community with separate identities in a brand new, state of the art building.
Riverbank has embraced becoming a broad spectrum school catering for 150 students with
needs ranging from profound and multiple, severe and moderate learning difficulties (PMLD,
SLD and MLD). This opens many professional development opportunities for our staff,
allowing them to apply a range of new skills in a fully inclusive setting.
We are seeking to appoint an enthusiastic and suitably experienced person to be the first
point of contact for our Academy. This is a very busy area and you will need to be able to
relate well to staff, students, parents and visitors and work on your own initiative.
We are looking for someone who is organised, able to multi task and has a ‘can do’
approach.

How to apply
If you are ambitious for yourself and want to be part of a great team at this really exciting
time then we would like to meet you.
For further details, an application form, and to apply, please visit our website:
www.riverbankacademy.org.uk
Please return completed application forms to Ghausia Bhatti (Admin Assistant) gbhatti.staff@sidneystringeracademy.org.uk [No hard copies to be sent in the post]
The closing date: Friday 23rd January 2018 at 12 noon
Interview date: to be confirmed
We look forward to receiving your completed application form.

