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Thomas Deacon Education Trust (TDET) 

 
The Thomas Deacon Education Trust (TDET) is a Multi-Academy Trust that unites and empowers 
like-minded Academies to achieve the very best for their students and communities. TDET is a 
dynamic and impactful organisation. In establishing the Trust, we have developed a highly 
effective, centralised business service as well as an education service which offers partnership work 
in teaching, learning and leadership. The Trust currently oversees the work of two secondary and 
three primary schools with two further primary schools in the process of joining the Trust. We also 
work in formal partnership with an independent Muslim faith girls’ secondary school. 

 
We are unashamedly proud of our links to the city of Peterborough and its surrounding areas. We 
share the city’s ambitious vision for growth and believe that our Academies and the education of 
young people need to be at the heart of these plans. 

 
As a Trust, we work across all key phases of education to provide every child in our community with 
the best life chances and high aspirations. We actively encourage our Academies and teachers to 
share best practice to benefit all children within the local area. 

 
By focussing on the city of Peterborough and its immediate surroundings, the Trust’s Academies 
are in close proximity of one another. This close-working partnership and understanding of the 
local context enables real and meaningful collaboration between our Academies, teachers, and 
students, and with local business leaders. 

 
All members of our Trust – our Academies, members of staff, students and communities – are 
united in purpose through a set of shared, common values and expectations: 

 

1. Trust – we are honest and supportive 
2. Diversity – we celebrate individual differences and needs 
3. Excellence – we want the very best and never give up on doing what is right 
4. Transformation – we embrace innovation and collaboration 

 
Through experience, we know that there is no such thing as a one-size-fits-all approach to 
education. Our Academies are individual members of the Trust community – united by values and 
purpose, but free to innovate and adapt to the needs of its students and local community within 
the TDET continuum. 

 
We firmly believe that the Trust as a whole is more than the sum of its parts. Therefore, all of our 
Academies are equally valued and contribute to the development and direction of the Trust as we 
grow together. 



Working for Thomas Deacon Education Trust 
 

 

What we can offer you: 

 
•  Excellent working facilities in a modern and inspirational environment. 

• Opportunity to work with a dedicated and committed team of professionals. 

• Excellent salary package. 

• Outstanding professional development and a high quality induction programme. 

• Fantastic training/development/CPD opportunities in a friendly supportive environment. 

• Opportunity for progression across Thomas Deacon Education Trust. 

• Use of Academy facilities (including a gym and onsite car parking). 

• Enthusiastic and supportive SLT. 

• Local Government Pension Scheme. 
 
 
 
 

 



Queen Katharine Academy 
 

 
The Academy building that we know today opened in 2007 as a result of the merger between 2 
existing schools and was known as The Voyager Academy. The Academy became part of the CAM 
Academy Trust in 2010 but was re-brokered to Thomas Deacon Education Trust in January 2017, 
changing its name to Queen Katharine Academy in September of that year. The name change 
signified a deep desire to be associated with its local community and to align itself with the 
admirable values of Katharine of Aragon who is buried in the city’s cathedral. 

 
Whilst a building does not make a school, it is worth noting that the Academy building is a purpose 
built, modern facility, providing a range of impressive classrooms and multi-use communal spaces 
with expansive playing fields and sporting facilities. 

 
Moving forward, our vision for the Academy is a simple one: we want every member of our 
learning community to be the very best that they can be and achieve their full potential as we seek 
to become an inclusive centre of educational excellence. 

 
We seek to ensure that students receive a broad and balanced education that enables them to 
achieve their potential and take the appropriate next steps in their lives as valued and confident 
members of society. We have high expectations of our students in all that they do and this is 
underpinned by a set of guiding principles focussed around the key concept of respect, ensuring 
that our Academy is a purposeful, calm and safe place to learn. Similarly, we have high expectations 
of ourselves and strive to provide high quality support and guidance alongside stimulating and 
engaging learning experiences. 

 
We are very much committed to working with parents and carers and firmly believe that effective, 
long-lasting partnerships are crucial in supporting our students to be the best that they can be. 

 
Through high standards in teaching and pastoral care and the many opportunities provided both 
within the formal curriculum and beyond, our students are prepared for entrance to higher 
education, high quality employment and the future careers of their choice. Visitors to the Academy 
often comment on the calm purposeful learning environment which our staff and students create 
and enjoy. We are committed to providing an excellent education which allows every young person 
to achieve the best possible set of qualifications. 

 

Equally, we value the importance of developing young people who are positive, confident, 
self-reflective citizens, fully equipped to take their place in the world. We offer students a range of 
exciting leadership roles and all learners are encouraged to participate in our excellent enrichment 
programme, which includes a very successful Combined Cadet Force, a flourishing Duke of 
Edinburgh programme and extensive extra-curricular opportunities in the sports and arts. 

 

The existing leadership structure sees a Head of School (supported by the Trust’s Director of 
Secondary Education) leading a team of 1 Vice Principal and 5 Assistant Principals. 



The Academy Day 
 

 
 
 
 

8.45-9.02 am Registration 

9.05-9.55 am Session 1a 

9.55-10.45 am Session 1b 

10.45-11.00 am Break 

11.05-11.55 am Session 2a 

11.55 am - 12.45 pm Session 2b 

12.45-1.20 pm Lunch 

1.25-2.15 pm Session 3a 

2.15-3.05 pm Session 3b 
 
 
 
 
 
 
 
 
 
 
 
 
 



Living and Working in Peterborough 
 

• The majority of schools are rated ‘Good’ or better by OfSTED 

• Education is firmly at the heart of the City’s development plans 

• The average price of property offers real choice as to where and how you want to live 

• Healthcare in Peterborough is forward thinking and innovative 

• Peterborough has a fast and efficient public transport system 
 

Peterborough is one of the fastest growing cities in the UK. The city is delivering a billion-pound 
regeneration programme, and boasts unrivalled transport links and exciting plans for growth. 

 

However, Peterborough isn’t all about work, it’s a great place to live and bring up a family too. 
It boasts one of the highest ratios of green space per person in the UK with beautiful landscapes, 
country parks and working farmland – and offers an excellent quality of life. In fact, you can enjoy 
the hustle and bustle of the city centre, and reach the stunning Ferry Meadows in just five minutes. 

 
Peterborough has a vibrant leisure and culture scene with activities for all the family throughout 
the year. Theatre, arts, dining out, heritage and music, we’ve got it covered in Peterborough. 

 

On top of this, Peterborough is also one of the most affordable places to live with excellent house 
prices and one of the lowest council tax levels in the country. 

 

The heart of the city has undergone a £12 million transformation and Cathedral Square is now a 
buzzing piazza where you can eat, meet or shop. The regeneration has attracted new additions to 
the city centre such as Argo Lounge, Bill’s Restaurant, Turtle Bay, Puzzles, Wildwood and Nando’s all 
contributing to the vibrant evening social scene. 

 
The next stage in the city’s billion-pound regeneration scheme continues with plans in place for 
expansion and refurbishment of the Queensgate Centre and a £100 million redevelopment of the 
North Westgate area which will include new housing, shops, restaurants and a cinema set around a 
new public square. 

 

Peterborough’s history stretches back to the Bronze Age. Romans, Anglo-Saxons and Normans all 
left their marks. Predicted to be the fastest growing English city by 2025 Peterborough continues to 
attract people from far and wide, creating a diverse and outward looking community. 

 
Just steps away from the bustling square is the splendour of the city’s Cathedral, one of the finest 
Norman examples in the country. The Cathedral has strong links to our Trust as it is the burial place 
of Queen Katherine of Aragon and there is a memorial to Thomas Deacon. The Cathedral also has a 
full programme of musical and cultural events as well as quiet spaces for reflection. Nearby you can 
visit the home of the ‘rural poet’ John Clare and the Elizabethan grandeur of Burghley House. 



Advert 
 

 
Evening & Weekend Receptionist 
 
Contract: Part-time, permanent. Two evenings per week 4-10pm plus one weekend per 

month (Sat 8am-5pm and Sun 8am-2pm) 
Salary:  £6,566.76 actual (£15,839.00 FTE) 
Site: Queen Katharine Academy (from time to time attendance at other TDET sites may 

be required) 
Closing date: 31 August 2019 
Start: September 2019  
 
Are you an experienced Receptionist looking for your next challenge?  
Are you organised and able to work using your own initiative? 
If so, this is the role for you!  
 
The Role 
 
We are looking to recruit an Evening & Weekend Receptionist to join our fast-paced Lettings team. 
In this role, you will be responsible for welcoming visitors onto site outside of the core school hours, 
ensuring that our internal and external lettings provision runs smoothly. You will be on-hand to 
answer any queries from visitors and assist with any equipment they have booked. 
 
The successful candidate will work independently for the most part, but will be the face of the 
Academy during evenings and weekends. You will need to develop close working relationships with 
key staff within the Academy, as well as with individuals and companies who wish to hire out our 
facilities. 
 
The Person 
 
You will: 

 Have strong ICT skills, including Microsoft Excel and Outlook 

 Be an effective communicator, both written and verbal, with staff, students and external 
visitors 

 Be organised and able to prioritise your workload 

 Have at least one year customer service experience, plus experience of working in a position 
of trust. School experience is not essential but would be beneficial 

 
 
This is an excellent opportunity to join a school within one of the well-regarded Trusts in the 
eastern region. The school has a great history of success and a bright and exciting future and we are 
looking for an ambitious and dynamic person to steer it through the next stage of its development.  
 
Collaboration, educational research and professional development are at the core of how the 
schools within Thomas Deacon Education Trust work together. With a clear focus on teaching at all 
levels, the Trust is well placed to provide great opportunities to promote Thomas Deacon Academy 
as a leading school and you will be given effective support to develop you personally as an 
outstanding member of the team. 

 
 



The Trust offers: 

 Excellent salary package. 

 Fantastic training/CPD opportunities in a friendly supportive environment. 

 Opportunity for progression across Thomas Deacon Education Trust. 

 Use of Academy facilities (including a gym and onsite car parking). 

 Local Government Pension Scheme. 

 An engaging, creative and welcoming environment to learners who take pride in their 
school. 

 An inclusive and collaborative approach. 

 A talented, highly motivated, committed and professional team of colleagues, both within 
the school and across the trust. 

 An actively supportive Local Governing Body and Trust leadership. 
 
Thomas Deacon Education Trust is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this commitment. The 
Academy will require the successful candidate to provide satisfactory references and undertake an 
Enhanced Check with the Disclosure and Barring Service. 
 
To apply please click on the Vacancies page of our website www.qka.education where you will be 
directed to the application page. 
 
If you have any questions regarding this post or would like to arrange a visit please contact the HR 
Team on 01733 426063 or e-mail hrteam@tdet.education. 

 

 

 

 

 

 

 

 

 

 

http://www.thomasdeaconacademy.com/
mailto:hrteam@tdet.education


Job Description 
 

 
Job Title Evening/Weekend Receptionist  

Academy Queen Katharine Academy (from time to time attendance at other TDET 
sites may be required) 

Reports to TDET Bookings Coordinator  

Line Management of N/A 

Working Hours & Pattern Two evenings per week 4pm-10pm (total 12 hours per week) plus one 
weekend per month (Sat 8am-5pm and Sun 8am-2pm) 

Salary / Grade Minimum Wage 

Date Last Evaluated August 2019 

Core Purpose To provide an efficient out-of-hours reception service. To oversee all 
facilities bookings out of core school hours 
 

 

Key Responsibilities 

 

 Monitoring all visitors in and out of the building, making sure the sign in/out procedure is 
followed 

 Checking all hired rooms and making sure the hirer has any required equipment  

 Ensure hirers comply with the terms and conditions of hire at all times 

 Monitor hirers at regular intervals and deal with any issues as they arise 

 Provide regular reports and updates to the Booking Coordinator  

 Liaise with various internal and external staff, parents and contractors  

 Use the booking system to maintain accurate records 

 Positive approach and good communication skills, both written and verbal 

 Be flexible in working across different sites if required 
 
 

General Responsibilities 

 Comply with any reasonable request from a manager to undertake work of a similar level that is 
not specified in this job description. 

 Create and maintain positive and supportive relationships with staff, parents, business, 
community and other stakeholders. 

 Be aware of the School’s duty of care in relation to staff, students and visitors and to comply with 
all health and safety policies at all times. 

 To engage with appropriate training opportunities to promote professional effectiveness in this 
role. 

 Participate in the ongoing development, implementation and monitoring of the Trust and 
Academy Improvement Plans.  

 To treat all information acquired through employment, both formally and informally, in strict 
confidence.  

 To be aware of the school's responsibilities under the General Data Protection regulations (GDPR) 
for the security, accuracy and relevance of personal data held on such systems and ensure that all 
processes comply with this. 

 Be aware of and comply with policies and procedures relating to child protection, reporting all 
concerns to the Designated Safeguarding Lead. 

 Be aware of and comply with the codes of conduct, regulations and policies of the Trust and 
Academy and its commitment to equal opportunities. 

 

 

The duties and responsibilities listed above describe the post as it is at present.  It cannot be 
read as an exhaustive list of duties and may be altered at any time with Academy approval. 



Person Specification 
 

 

 

Attribute Essential or Desirable Assessment  

Qualifications 

Minimum Level 2 qualification in English and Maths  E A 

Full clean driving license D A 

Knowledge and Understanding 

Practical knowledge of a wide range of IT packages including Microsoft 
Word, Excel, Outlook 

E A/I 

Knowledge of Midas system  D A/I 

Practical knowledge of basic office procedures including filing, answering 
the phone and writing emails 

D A/I 

Skills and Abilities 

To be customer focused  E A/I 

Ability to use own initiative to prioritise and organise your workload E A/I 

Ability to communicate appropriately at all levels within the Academy, 
and with parents, visitors and external organisations 

E A/I 

Ability to use ICT effectively and appropriately, with high accuracy levels E A/I 

Ability to ensure tasks are seen through to completion, ensuring all 
stakeholders are kept up-to-date with progress 

E A/I 

Ability to build good working relationships with colleagues and to be an 
active team member 

E A/I 

Ability to work without direct supervision E A/I 

To be proactive and problem solve when needed D  A/I 

Experience 

At least one-year customer service experience  E A/I 

Experience of working in a position of trust for at least 1 year E A/I 

Experience of working in a fast paced environment E A/I 

Experience of working with students, staff, parents and external agencies D A/I 

Experience of working in a school environment D A/I 

Personal Commitment  

Demonstrate and adhere to TDET and Academy’s Core Values E A/I 

Commitment to equality and diversity in the workplace E A 

Adhere to GDPR guidelines and the Academy’s internal procedures E A 

Adhere to the Academy’s Safeguarding and Prevent policy and 
procedures 

E A/I 

Adhere to TDET’s Health and Safety policy and procedures E A 

 
 

 


