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Letter from the CEO 

 

Dear Applicant, 
 
 
Thank you for your interest in this role. I am delighted you are considering The 3-18 
Education Trust. 
 
We are seeking to appoint an organised and proactive Executive Assistant with a 
successful track record of effective practice and delivering high quality levels of 
service. With an expected growth in the size of the Trust over the next few years, this 
is an exciting new role. The Trust central team prides itself on a high quality support 
operation for our schools, to ensure that all young people in our Trust are given the 
best possible education. 
 
The 3-18 Education Trust is a multi-academy trust with students aged from 3-18 and 
which works collaboratively to provide interesting and exciting opportunities for staff to 
share ideas, resources and expertise, for the benefit of the students. Our Schools 
serve their communities of small villages and the larger towns throughout Shropshire. 
 
Our Trust has a philosophy that ensures that each school within the Trust has its own 
Head and Local Governing Body and can maintain its own ethos and independence 
whilst enjoying support and additional capacity where required from the Trust. The 
Trust is absolutely committed to ensuring that each of its constituent schools retains 
its unique identity, whilst the combined experience and expertise available provide a 
dynamic synergy.  Our school within our Trust is an excellent place to develop your 
career. 
 
This recruitment pack contains details about our Multi Academy Trust, the commitment 
to our staff and students and information about each of our unique schools. Please 
explore our website and read the additional materials included in this pack to find out 
more. 
 
If you decide that you have the energy, enthusiasm and experience to enhance our 
culture and make a difference, then we look forward to your application. If you would 
like to arrange a visit or an informal discussion then please contact our Team via email 
duncan.wright@318education.co.uk  
 
We look forward to hearing from you.  
 
 
Yours faithfully,  
                                  

  
David O’Toole 
Chief Executive    
 

  

mailto:duncan.wright@318education.co.uk


                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

About our Trust 

 
 
 

The 3-18 Education Trust is currently made up of nine schools and derives its name from the 
age range of the pupils and students who attend those schools. We have an inclusive ethos, 
defined by age and we recognise that education is a continuous process, secured through 
consistent values and a strong transition (through the key stages). 
 
Our Vision: 
To ensure every individual is in a great school. 
 
 
Our Mission:  
To celebrate the diverse nature, culture and identity of our individual schools, whilst enjoying 
the benefit of the team, so that each school is reciprocal in their support for one another and 
achieves together. 
 
 
Our Values:  

 

▪ Accomplished: to provide high quality education and training for all 

▪ Resilient: to be solution focused and able to intelligently manage challenges 

▪ Compassionate: to show care and understanding towards others 

 
Not only do we pursue the important dimension of achieving the best results for each student 
regardless of their starting point, but we also believe strongly that education is about 
developing well-rounded individuals who are ready, willing and able to make their 
contribution to society. 
 

Please take a look at our Trust website (https://www.3-18education.co.uk) for more details 
on what we offer. For information about each of our schools, please read on or click on the 
below links.  

     
         

  

https://www.3-18education.co.uk/
https://bowbrookprimary.co.uk/
https://colehamprimary.co.uk/
https://priory.tpstrust.co.uk/
https://stmartins3-16.org/
https://www.thomasadams.net/
http://www.williambrookes.com/
https://muchwenlock.shropshire.sch.uk/
https://hodnetschool.co.uk/
https://www.bridgnorthendowed.co.uk/


                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

The 3-18 Trust: What We Offer  

Hours & Working Weeks 
 
Work-life balance is important in our Trust. 
 
Having the ability to organise your working hours in a way that suits you, whilst not 
compromising your hours and standard of work, alongside meeting the requirements of the 
post and the needs of the Trust can help to achieve this work-life balance.  It may be to 
avoid a busy commute or to allow time to work around childcare or caring for dependents. 
We will be looking for core-working hours, which will be agreed with the successful applicant 
and other hours are to be worked around other commitments. 
 
We also support home-working and this will be discussed at interview. 
 
You must exhibit a high level of self-motivation and self-discipline and be able to manage 
your own time effectively for this to be successful. 
 

 

In addition to a comprehensive induction and a commitment to your 

ongoing training and career progression, we also offer: 

• Access to the Trust’s Employee Assistance Programme, which includes 24 hour 

access for you and your family members to legal, financial, health, parenting and life 

advice 

• 1:1 Counselling Service 

• Discount Scheme for high street retailers, mobile phone providers, holidays, electrical 

goods, supermarkets, restaurants, cinema, etc. 

• Cycle to Work Scheme 

• Childcare Voucher Scheme or Tax-Free Childcare Scheme 

• Access to freshly made hot meals or deli-style food on site 

• Teachers Pensions (28.68% employer contributions) 

• Local Government Pension Scheme (19% employer contribution) 

• Generous Sickness Payment Scheme 

• Eye Testing Scheme 

• Flexible Working Policy 

• Special Leave Policy 

• Member of the Valued Worker Scheme (accredited by our recognised unions) 

• A Disability Confident Committed Employer 

• Continuous Professional Development (CPD) 

• Collaborative working culture and professional development opportunities across our 

Trust schools 

We are also currently exploring: 

• Electric/Hybrid Car Lease Scheme 

• Healthcare Scheme 

 



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

Job Description: Governance Support Administrator 

 

  
 

Title of Post Executive Assistant 

Grade and SCP Grade 7 (SCP 12-17) 

Hours/Working Weeks 37 Hours per Week, Term Time plus one week. 

Post Status Permanent 

Accountable To Chief Executive Officer  

 
Purpose of the Job 

• The Executive Assistant supports the CEO, Trust Executive and the Board of Trustees in 
delivering the communications strategy, managing the policy register, proofreading 
documents, coordinating meetings and events, and maintaining the SharePoint area.  
 

• The Executive Assistant also acts as the first point of contact for the Trust for external 
agencies, such as the DfE, the Local Authority, and Ofsted.  
 

Duties and responsibilities  

• Own the Trust's policy register and liaise with the governance team on policy approval.  

• Proofread documents, such as reports, policies, newsletters, brochures, and 
presentations, and ensure that they are accurate and consistent.  

• Coordinate and support the planning and delivery of meetings and events, such as 
conferences, workshops, seminars, and webinars, including booking venues, sending 
invitations, preparing agendas, and managing attendance.  

• Maintain Trust records and policies, such as bylaws, resolutions, manuals, conflict of 
interest disclosures, and board evaluations.  

• Communicate with internal and external stakeholders on behalf of the CEO and the 
Board, such as staff, partners, auditors, and consultants.  

• Monitor and report on the organisation's compliance with legal, regulatory, contractual, 
and ethical obligations, such as filing reports, renewing licenses, updating policies, and 
conducting audits.  

• Advise the CEO and the Board on best practices and emerging issues related to policy 
oversight and compliance, risk management, and stakeholder engagement by engaging 
with third party advisors.  

• Support the CEO and the Board in strategic planning, budgeting, fundraising, and 
evaluation activities.  

• Work with and support the governance support team including minute taking, where 
appropriate.  

• Organise and manage the SharePoint area, ensuring that documents are stored and 
shared appropriately.  



                                                                                                                                                  
                                                                                                                                                                                                                          

 
 

• Manage incoming correspondence to the Trust including the central Trust email 
account.  

• Act as the first point of contact for the Trust for all outside agencies, such as the DfE, the 
Local Authority, and Ofsted.  

• Support the Trust with delivering key strategies in line with the Trust’s Development 
Plan.  

• Assist and liaise with colleagues in order to prioritise work and comply with deadlines.    

• Lead on the standardisation of forms and documents, information packs, policies, 
handbooks, and other school and Trust-level documents.   

• Prepare and collate proposals and documents for projects/initiatives/funding streams 
among other areas.    

• Supporting the induction process for new staff members.  

• Maintain the Single Central Record for staff, visitors and contractors, ensuring all safer 
recruitment and right to work checks are in place.  

• Use ICT applications, software packages and databases to effectively deliver 
administrative tasks.    

• Liaise with colleagues to streamline internal systems and processes and improve work 
organisation.    

• Provide support to ensure the Trust is maintaining accurate and up-to-date records.   

• Assist the Central Team with administration relating to recruitment and compliance.    

• Perform other administrative duties as assigned by the CEO and the board including 
data interpretation for surveys and reports.  

• Procuring and manage Trust office supplies  
 

Professional development 

• Help keep knowledge and understanding relevant and up to date by reflecting on your 
own practice, liaising with school leaders, and identifying relevant professional 
development to improve personal effectiveness; 

• Take opportunities to build the appropriate skills, qualifications, and/or experience 
needed for the role, with support from the school. 

 

Other Responsibilities 

• Comply with and assist with the development of policies and procedures relating to child 
protection, health, safety and security, confidentiality and data protection, reporting all 
concerns to an appropriate person; 

• Be aware of and comply with all school policies and procedures; 

• Be aware of and support difference and ensure equal opportunities for all; 

• Contribute to the overall ethos and aims of the School and Trust; 

• Appreciate and support the role of other professionals; 

• Attend and participate in relevant meetings, training and learning activities as required. 
 

The postholder may be required to carry out any other duties that are commensurate with 
the post.  Whilst every effort is made to explain the main duties and responsibilities of the 
post each individual task undertaken may not be identified. 
 
This job description is subject to review, in negotiation with the post holder at any time. 

However, an annual review of this job description and allocation of responsibilities will take 

place as part of agreed performance management arrangements. 



Person Specification 

 Essential Desirable 

Qualifications  • Good standard level of education 
NVQ Level 4 in administration or equivalent, or willingness to 
undertake this qualification, or demonstrable experience  

 

Experience:  
 

• At least 5 years’ experience working in a business 
environment  

• Excellent computer/keyboard skills 

• Experience of working in an educational setting or other 
relevant environment 

• Ability to plan and organise effectively 

• Ability to take notes 

• Experience of working for a CEO 

• Experience of working closely with Governors 
 

Skills/Knowledge  • Good listening, verbal, numeracy and literacy skills 

• Organise their time and working to deadlines 

• Willingness to participate in training and development 
opportunities 

• Excellent ICT skills and willingness to update skills and 
undertake further training 

• Ability to train, supervise and develop other staff 

• Management skills 

• Ability to interpret advice/statute and to devise policy/practice 
in light of these 

• Preparation of agendas and accurate concise minutes 

• Organising meetings 

• Knowledge of Local Governing Body procedures 

• Knowledge of educational legislation, guidance and legal 
requirements 

• Knowledge of the respective roles and responsibilities of 
the Trust Board, Local Governing Body, and the 
headteacher 

Personal 

Attributes 
• Excellent communication skills 

• Ability to relate well to children and adults 

• Ability to work well as part of a team 

• Flexibility and reliability 

• Ability to bring to the role, initiative, enthusiasm and 
commitment 

• Ability to maintain confidential information 

 

Special 
Conditions 
 

• Sufficiently fluent in spoken English to ensure effective 
performance in the role 

• Willingness to undertake an enhanced Disclosure and Barring 
Service (DBS) check 

 



 

Application & Appointment Process  

An application form is available to download from the trust website which can be 
found here. 
 
Please complete and return your application form as soon as possible, clearly 
noting all the experience, skills and personal qualities that you can offer which are 
relevant to this post.   
 
To arrange an informal conversation or to find out more about this role, please contact 
Duncan Wright at duncan.wright@318education.co.uk to arrange a conversation. 

 
The deadline for applications is 9am on Monday 5th August.       

 
Interviews will be held on Monday 12th August 

 
Please send completed applications to Duncan Wright, Chief Financial Officer at 
duncan.wright@318education.co.uk  
 
Interviews will be offered to those applicants who best demonstrate how skills, 
abilities and experience match the person specification, taking into consideration 
the job description. 
 
Please note: 

• It is essential that all elements of the application form are completed in full. 

• We do not accept CV’s in support of an application. 

• Appointments will be subject to clearance in respect of medical fitness, satisfactory 
references, right to work in the UK and criminal disclosure. 

• This post is exempt from the Rehabilitation of Offenders act 1974 and as such the 
applicant who is appointed to this post will be subject to an Enhanced Disclosure 
before the appointment is confirmed. This check will include details of cautions, 
reprimands or warnings, as well as convictions and non-conviction information. 
Once appointed, the successful applicant may also be required to apply for an 
Enhanced Disclosure at intervals during the course of their employment whilst in 
this post. 
 
 
If invited for interview, you are required to bring evidence of your qualifications 
and appropriate documents to initiate the DBS application process should you 
be the successful candidate 
 
 
The 3-18 Education Trust is committed to safeguarding and promoting the welfare 
of children and young people, as such this post requires acknowledgement and 
understanding of safeguarding and child protection policies. Policies can be found 
on the trust website. 
 

In line with KCSiE, the Trust may carry out an online search on all shortlisted 
candidates as part of our safer recruitment process. 

 

https://www.3-18education.co.uk/wp-content/uploads/2024/07/Application-Form-2024-Trust-1.docx
mailto:duncan.wright@318education.co.uk
mailto:duncan.wright@318education.co.uk

