
THE DERBY HIGH SCHOOL
RADCLIFFE ROAD
BURY BL9 9NH

Tel:  0161 764 1819   
General Email: info@thederbyhighschool.co.uk 

Headteacher:  Ms C H Hubert
11-16 mixed comprehensive NOR approximately 940

Required for May 2026 

Administration Support (Inclusion- SEND)
24 hours per week, term time only.
Grade 6, SCP 6.

The Derby High School in Bury, Greater Manchester, is seeking to appoint an Administration Assistant with responsibility for Inclusion and SEND. We are looking for someone with the relevant qualifications, skills and experience who has a passion and commitment to improving the outcomes of students. This is an exciting new role and, working under the direction of the SENDCO. The post-holder will have the opportunity to make a significant difference to the success of students of students at The Derby High School.   

The Derby High School is currently the highest performing school within the Local Authority, and we have sustained this position for a number of years.  We are a highly inclusive school serving a diverse student population who are a joy to be around.  The leadership of the school at every level is a key strength and this was recognised by Ofsted in our most recent full inspection.  We boast a talented staff with a commitment to delivering the highest standards and who are overwhelmingly proud to belong to the school. All who visit The Derby High School are impressed by our warm and welcoming environment.

You should consider applying if you can bring the following to our school: -
· Experience of supporting SEND processes or working within an administrative role in an educational, health or pastoral setting. 
· Experience of liaising with parents, carers and external professionals to ensure joined‑up support for young people. 
· Strong organisational skills, with the ability to manage paperwork, statutory deadlines and multiple administrative tasks with accuracy. 
· Excellent communication skills, both written and verbal, with the ability to share information clearly and professionally. 
· Confidence in working independently, using initiative to solve problems and keep processes running smoothly. 
· The ability to build positive, professional relationships with colleagues, families and external agencies. 
· Flexibility and adaptability in response to a busy and changing SEND environment. 
· Values aligned with The Derby’s ethos – Inspired to Make a Difference – and a commitment to supporting students with additional needs.

We believe that The Derby High School is a great place to be. This post offers you the opportunity to work in/with:
· A successful school with a strong will and determination to continue to improve.
· A school that has high expectations of all who work here.
· A school that places teaching and learning at the heart of school improvement.
· A school that is driven by strong values, invests in its staff and students and has a high regard for
their welfare.
· A supportive and cooperative staff who are committed to their roles.
· A school that works effectively with all stakeholders.
· A caring school where you can make a real difference to the lives of young people.
We will encourage you to be innovative and creative and provide professional development that will support you in your future career plans.

In line with our commitment to safeguarding and promoting the welfare of our students, appointment will be subject to a full DBS check and references. Please note that in line with Keeping Children Safe in Education 2025 an online search will be carried out as part of our due diligence on shortlisted candidates.

To apply for this post, please download and complete the application form and provide a letter of application and email to Mrs S Silgram-Clynes, Headteachers PA at headteacherspa@thederbyhighschool.co.uk

CLOSING DATE: Friday 20th April at 9am
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