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Emmanuel College is a large vibrant comprehensive 
school in the heart of Tyneside serving 1400 students 
aged 11 and 19. Emmanuel College exists to impart 
wisdom to the next generation by educating young men 
and women in a culture which prioritises the pursuit of 
truth and the development of character. We are a school 
with a distinctive Christian ethos but our community is 
made up of students, staff and parents who hold many 
different religious and ideological positions and unite 
around our core beliefs and core values.  One of the few 
remaining City Technology Colleges, Emmanuel College 
retains a strong commitment to providing opportunities 
for the most disadvantaged in our communities in a 
culture of high expectations and entrepreneurship. 

We value academic excellence and each year see many 
of our students leave to take up places at some of the 
world’s top universities, but we hold personal best to 
be of far greater importance. It is our experience that by 
developing a strong work ethic, holding a growth rather 
than fixed mind-set, and being provided with outstanding 
tuition, students may go on to achieve considerably more 
than they might have imagined possible. 

We seek to be intentional about character education, 
our aim being that our students will, in the future, 
become servant-hearted leaders. Students starting here 
encounter consistent rules, role models and traditions, 
which help them feel part of the Emmanuel family and 
to begin to take responsibility for others.  As students 
grow older we expect more of them and in the Sixth 
Form expect our students to take on at least one formal 
leadership role in College as well as beginning to serve 
in the wider community. All Emmanuel students and 
staff members can expect to be involved in at least 
one co-curricular activity. A professional approach to 
management, accountability, appraisal and financial 
control is expected of every member of staff.  

SECRETARY
Monday - Friday – 8:00am until 4:30pm
Scale points 11-14 dependent upon experience
Salary £22,882 - £24,283 per annum (40 hours per week)
Required to start as soon as possible

The College GCSE results place us amongst the very best 
non-selective, co-educational, comprehensive schools 
in the country with an estimated 2019 progress 8 figure 
of +0.49, 83% of students achieving grade 4 or higher in 
English and mathematics, 64% of students achieving grade 
5 or higher in English and mathematics and average points 
in the English Baccalaureate of 5.25.  At A Level Emmanuel 
has also been ranked amongst the top comprehensive 
schools, with 64% of all grades at grade A* to B, and a 
100% pass rate.

In the 29-year history of Emmanuel College we have 
received five full OfSTED inspections and three additional 
OfSTED survey visits. Each time College has been graded 
‘Outstanding’.  The full text of the most recent inspection 
reports can be found on our website and that of OfSTED. 

Emmanuel College is one of six schools within the 
Emmanuel Schools Foundation and benefits from the 
opportunities and support that belonging to a flourishing 
Multi Academy Trust.  In April 2014 the College was 
designated as a National Teaching School in recognition of 
its outstanding performance and its track record of raising 
standards through supporting other schools and in the 
areas of ITT and leadership development. 

ABOUT EMMANUEL COLLEGE
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THE POST
The Administration Team comprises the Principal’s PA, who manages the team, a Teaching School Alliance Administrator, 
two Secretaries, two Receptionists and a Communications Officer.  This team provides services relating to student 
admissions, student data, attendance and communications between home and the College.  

In addition to fulfilling College-wide administrative functions, the Administration Team offers secretarial support to the 
three Heads of School, who are led by the Vice Principal.  The role of Secretary would be responsible to Vice Principal 
for:

 Secretarial support to the Vice Principal and Heads of School:
• Producing letters, progress reports and other administrative tasks at the direction of senior staff, including 

homework club, duty arrangements and student support systems.
• Filing and maintenance of students’ personal files and updating the student database with all relevant incidents and 

events.
• Taking and making phone calls with parents and carers and teaching staff to arrange meetings and pass on 

messages to and from the student team.

 Providing dedicated administrative support for College events, with a particular emphasis on:
• Administration and communications relating to major College events such as sports day, presentation evening and 

carol service.
• Administration and communications relating to residential visits.
• Management of parents’ consultation evenings, liaising with the Facilities team to ensure appropriate rooming and 

distribution of teachers, and that paperwork and appointments are in place for parents and teachers.

General Administrative Duties, with a particular emphasis on:
• Administrative and clerical assistance to the Principal’s PA.
• Providing cover for the reception desk, as needed.
• Dealing with enquiries from students and parents.

Monday - Friday – 8:00am to 4:30pm

HOURS OF WORK

You will be methodical, with a good eye for detail and a pride in a job well done.  You will have the ability to work 
independently and to prioritise tasks and complete them quickly and efficiently.  You will have an excellent standard 
of written English and a good level of numeracy.  You will lead students largely by example and be supportive of the 
Christian ethos, which is central to everything in the College.

THE PERSON

• A high level of typing proficiency (preferably with recognised accreditation)
• A high level of competence with Microsoft Office software
• Excellent organisational and administrative skills
• Relevant experience in a busy office environment
• A strong work ethic, and team working skills
• A strong affinity with young people
• A friendly, positive nature
• Ability to uphold College core values and contribute to upholding the Christian ethos of Emmanuel College
• At least five A*-C passes at GCSE or passes at O Level including English and Maths
• Commitment to further relevant training

ESSENTIAL QUALITIES
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TERMS AND CONDITIONS INCLUDE 
• Working year:  all year round.
• 25 days holiday (in respect of a full-time post) in the first year of service rising to 29 after 5 years’ service. 20% 

of these holidays may be taken during term time with 80% to coincide with the College holidays.  Holidays are 
arranged in consultation with the Principal.

• Salary scale:  Points 11-14 of the Support Staff pay scale,  £22,882 - £24,283 per annum (40 hours per week) 
dependent upon experience and qualifications.

• Non-contributory pension scheme (aged 21 or over)
• You are entitled to 30 minutes each day for lunch which is unpaid.
• Daily lunch allowance for the College restaurant during term time.

Please note that this detail is indicative and can be amended, updated or replaced as felt appropriate at any time and in order 
to remain in line with any future legal requirements or expectation.

Emmanuel Schools Foundation is committed to the safeguarding of children and all staff are expected to ensure that Emmanuel 
Schools Foundation is a safe and secure environment for our students.

Closing date:  Monday 02 March at 9am
Interviews will be held on Tuesday 10 March 2020

For an application pack and further information, please visit www.emmanuelcollege.org.uk or call Human 
Resources on 0191 460 2099 or email hr@emmanuelctc.org.uk    A CV may be submitted to supplement your 
application but will not be accepted in replacement of a completed application form.

APPLICATION DETAILS

EQUAL OPPORTUNITIES MONITORING FORMAPPLICATION PACK

https://forms.gle/EtqLS47pTzVxqJTn8
https://www.emmanuelcollege.org.uk/wp-content/uploads/2019/09/Application-Pack-Support-Positions-19.doc
https://www.emmanuelcollege.org.uk/wp-content/uploads/2019/09/Application-Pack-Support-Positions-19.doc
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