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Admin Volunteer/Work Experience
required for People Services at The Bridge Trust
Time Commitment: Flexible (open to discussion)
Start Date: ASAP

Are you looking for an exciting new challenge?
Are you looking for an opportunity to build workplace skills and knowledge

Then come and meet us

Our story:
The Bridge Trust is a unique multi-School trust currently consisting of five special schools, two primary schools, a Training and Development Service and an Outreach Service. Our schools are located in North London (Islington) and Norfolk (Easton and Kings Lynn).
We are an ambitious family of schools that embraces the individuality of everyone – children and adults. We acknowledge that learning can look different for different pupils and staff and we look to change our approach to meet the needs of the individual. We are committed to getting learning right for everyone. We’re always looking for new and better ways of doing things – everything is about doing the best for our children and young people.
We believe that learning for both children and adults in the Trust is greater together as a group of schools in partnership. We can learn more together and make better provision together rather than schools operating separately. For more info, please visit our website.
The People Services Team currently needs assistant with updating records, managing data on our systems (e.g., EveryHR, SharePoint, Recruitment spreadsheets), and assisting with onboarding and compliance.

We are looking for: 

· Someone to work as an Admin Volunteer or Work Experience at our People Services Team based in the Central Office at the Trust;
· The person must have high organisational skills and is able to support with the office administration; 
· You will have a welcoming and polite manner as well as be reliable to support our day-to-day administration.

Knowledge, Understanding and Experience

The person should be able to demonstrate:

· The ability to support the team in safer recruitments checks and build a interest towards it.
· The ability to organise and maintain records, files and databases.
· The ability to provide support in such a way as to promote the efficiency of the team.
· The ability to communicate effectively and clarify complex information both written and verbal
· The ability to problem solve and use initiative in finding the best solution to a problem.
· Good level of understanding the  Microsoft Office products and managing databases. 
· A willingness to understand the needs of the trust.

In return, we can offer you:
Valuable, current human resource admin experience which can go towards your CV.
The chance to work as part of a supportive and energetic team
Opportunity to use this experience to support your next paid role and we are happy to provide references where appropriate.
Visits and discussions, please contact recruitment@thebridgetrust.academy for arrangements.
To apply, please complete the attached Volunteer Application form.

Closing date: 9am, Monday 13th April 2026
Interviews Date: w/c Monday 13th April 2026

The Bridge Trust is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful candidates will be required to complete an enhanced DBS disclosure and children’s barred list check where relevant.
This position is exempt from the Rehabilitation of Offenders Act 1974 and subsequent amendments to this Act.
At The Bridge Trust, we want all our people to feel included, bringing their passion, creativity and individuality to work. We value all cultures, backgrounds and experiences, and truly believe that diversity drives innovation. 
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