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Thank you very much for taking the time to consider the post of PA / Head of Administration at Hadley Learning Community. This is a pivotal role within our school, providing high-level support to the Principal and Senior Leadership Team whilst leading and developing our Central Administration Team. The successful candidate will play a key role in ensuring the smooth and effective operation of school administration, supporting strategic priorities, managing confidential communications and fostering positive relationships with staff, students, parents and external stakeholders. 
HLC is a high-performing 11-16 Academy within the Telford and Wrekin Authority and is part of the Learning Community Trust. The school is very popular and is currently oversubscribed in every year group with a community of approximately 1,200 students. Hadley Learning Community has now been serving its community for 20 years and is blessed with exceptional students, dedicated staff and outstanding facilities. 
Our students benefit from being part of a school community that is caring, ambitious and inclusive. The school's vision is built on the values of Belong, Respect, Inspire, Succeed and Enjoy. Our students and staff are passionate about working and learning at HLC and we are proud of the reputation we have established within our community and across Telford. Ofsted recognised in its most recent inspection that there was sufficient evidence of improvement to suggest that the school could be judged outstanding under a full inspection. 
Hadley Learning Community is strongly committed to ensuring that all young people in our care achieve excellent outcomes and develop into successful, confident and responsible individuals. Alongside strong academic performance, we place significant importance on personal development, wellbeing and providing opportunities that allow every child to flourish. 
We believe our school ethos is truly unique. Mutual respect, high expectations and a relentless focus on improvement are central to our success. Students work exceptionally well with one another and with staff, who take enormous pride in being part of our school community. Achievement in all forms, whether academic, artistic, sporting, cultural or social, is celebrated and valued. 
Our curriculum, together with the broad range of enrichment opportunities available, provides students with the experiences they need to thrive. Through sport, performing arts, educational visits, cultural experiences and leadership opportunities, we aim to broaden horizons and inspire ambition. 
We would be delighted to receive your application if you:
· are an experienced administrator with excellent organisational and leadership skills.
· have experience providing high-level executive or PA support.
· can manage competing priorities whilst maintaining the highest levels of professionalism and confidentiality.
· possess excellent communication and interpersonal skills and can build positive relationships with a wide range of stakeholders.
· are able to lead, motivate and support an administrative team to deliver an outstanding service.
· have experience of developing efficient systems and processes.
· are highly organised, proactive and able to work independently using initiative.
· share our commitment to excellence and continuous improvement.
· are passionate about supporting a successful school and making a difference to the lives of young people.
Hadley Learning Community is more than just a place of work; it is a thriving community that is proud of its achievements and ambitious for its future. We often tell our students that enjoyment and achievement go hand in hand. The same is true for our staff. We work hard, support one another and celebrate success together. It is this culture that underpins our ambition and drives our continued improvement. 
What can you offer us? Are you a highly organised and professional PA and administrator who can provide exceptional support to senior leaders whilst leading an effective administration team? Can you contribute positively to the continued success of our happy and successful school? We are seeking someone who shares our commitment to excellence, professionalism and delivering the very best service to our students, families and staff.
I look forward to reading your application.

Yours sincerely,  
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Dan Roycroft 
Secondary Phase Principal 
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