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Thank you for your interest in the role of School Administrator at Brooke Hill Academy , we hope you will feel inspired to apply to be part of our team.

We are looking for an enthusiastic and committed School Administrator to join our team to support our children, parents and staff in an administrative role.

We are looking for someone who can:
· Be the first point of contact for our families at Brooke Hill Academy
· Provide excellent customer service 
· Organise and prioritise daily tasks
· Communicate well with outside agencies
· Carry out administrative tasks to a high standard
· Proactively manage tasks to support the smooth running of the school
· Assist the Headteacher with managing the school diary, organising and promoting events and other tasks

Brooke Hill Academy is a supportive place to work with a committed staff team.   Everyone in our team is passionate about our school so we only want the very best people working with our children.  We expect everyone to be committed to making our school the best it can be for the children, willing to go the extra mile every day and be actively involved in all aspects of school life. 

Contract Type:  Permanent 
Hours: 8:00 – 4 30  Monday to Friday 
Weeks Per Year: 39 (Term time only +1 week)
Salary: £24 799 (Actual salary) 

Brooke Hill  Academy is part of the Brooke Hill Academy Trust comprised of three primary schools in Rutland and Lincolnshire.  One of the driving values of our MAT is that our schools are treated as individuals, have their own character and serve their own unique communities. We share a common bond and work closely together to provide many opportunities for the children to work, learn and have fun with other children from across the Trust.  

Visits to the school can be arranged by contacting anna.green@brookehillacademytrust.education  or by telephoning 01572 724214.

For more information about our school, please visit our website www.brookehillacademy.com or visit the Trust website www.brookehillacademytrust.co.uk

Thank you again for considering joining our team at Brooke Hill Academy, we look forward to meeting you soon.


[image: A rainbow colored splashes with black text

Description automatically generated]






To apply, please complete the application form and return with a supporting statement to slt@brookehillacademytrust.education.  Please ensure your supporting statement covers the aspects of the person specification below (using the following headings):

· Experience, Knowledge and Understanding
· Skills
· Personal Ethos

The application form and supporting statement will be used to shortlist candidates against the person specification.


If you have any questions or require further information, please email: slt@brookehillacademytrust.education 


The closing date for this post is 14th July 2026

Interviews are planned for week commencing Tuesday 21st July.

Please be aware that we are committed to safer recruitment and safeguarding, and all offers of employment will be conditional pending positive references, enhanced DBS, qualifications and medical checks. This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020.
Please visit our website to view our safeguarding policies.

Wherever possible, references will be gathered after shortlisting prior to interview.
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	Essential
	Desirable


	Qualifications and Self Development

	Good standard of general education, GCSE Maths and English – grade C or above
	Training or certification in administrative or business support

	Willingness to undertake mandatory training, including safeguarding and first aid
	First aid qualification

	Experience, Knowledge and Understanding

	Experience dealing with confidential and sensitive information
	An understanding of safeguarding and the latest Keeping children Safe in Education (KCSIE guidance)

	Experience working in an office or administrative environment
	Previous experience in a school office setting

	Ability to manage time effectively
	

	Experience dealing with the public / parents
	

	Skills

	Ability to manage workload and prioritise tasks
	

	Strong IT skills including Word, Excel, Outlook and databases
	Experience using school systems (SIMS, Arbor, CPOMS, ParentMail)
Ability to update website content or social media

	Ability to produce well-presented letters, reports and records
	Experience with finance processes (invoices, payments)

	Team player and able to work independently
	

	Excellent communication skills
	

	Accurate and methodical with attention to detail
	

	Experience of working in a professional environment and managing confidentiality
	Understanding of GDPR and data protection

	Personal Ethos

	Be flexible to changing demands of the post and needs of the school 
	

	Friendly, welcoming and professional manner
	

	Calm, patient and able to work under pressure
	

	Positive attitude and commitment to school and MAT values
	

	Reliable, punctual and committed to high standards
	

	Ability to communicate with all stakeholders
	

	Commitment to safeguarding and promoting the welfare of children
	

	Willingness to work across the Trust if required
	




School Administrator Job Description

Main purpose 
The School Administrator is responsible for leading and supporting the administrative, financial and organisational processes within the school. They will also act as the initial point of contact for parents, visitors and other stakeholders so will be an ambassador for the school and embody the values and ethos of the school in all interactions.

This Job Description is not an exhaustive list of the roles and responsibilities which may vary.  The postholder may be required to undertake other activities as directed by the Trust and/or Headteacher, these will be in line with the general expectations of the role and level of responsibility. 


Duties and responsibilities 

Reception 
· Welcome all visitors, staff and children to the school in a positive and friendly manner.
· Act as the first point of contact for parents/ carers, and liaise with staff accordingly
· Deal with telephone and face-to-face enquiries efficiently and in a professional and supportive manner 
· Seek support from the Headteacher/ Trust Business Manager where necessary to respond to complex enquiries 
· Respond to messages promptly and accurately, passing on information to relevant staff members as necessary 
· Assist staff, children and parents with the information and support they need
· Write and send email responses that are professional and uphold the school’s expectations, vision and values.  Ensuring that communications of any school event for parents are sent out at least 3 weeks in advance
· Update, collate and distribute online and offline communications (e.g. letters, newsletters, social media posts etc.) to parents, staff and other stakeholders
· Coordinate medicines and medical needs and ensure medicines are appropriately stored, administered and recorded
· Act as the central point of contact for first aid needs
· Be the first point of contact with, and organise, enquiries/ visits from external agencies and professionals.  Liaising with the Headteacher/ appropriate staff and making arrangements, updating the calendar as necessary
· Add any other duties of particular relevance to the individual school


General administration
· Ensure all record systems (manual and computerized) are kept up to date and maintained
· Update and maintain the school calendar, including reminders to include booking of visitors and contractors
· As required complete statutory tasks such as the census and end of year procedures, transferring and checking received records
· Manage the schools post and email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary 
· Coordinate the organisation of the school meal provider, liaising with the company and with parents to ensure that school meals are delivered effectively.
· Manage and organise completed forms from parents, including organisation of parent’s evenings and other meetings and events, including the organisation of rooms and equipment, and providing refreshments as required
· Coordinate and report any issues with the school’s IT systems to the IT provider
· Provide administrative support to staff as needed
· Book training courses for all staff, ensuring that any CPD/ courses have been agree with the Headteacher, and organising cover as appropriate.  Provide training as appropriate for staff on required admin processes and procedures
· Order, monitor and manage stock, ensuring best value following the Trust purchasing processes
· Carry out filing, printing and photocopying. Maintain the operation of printers and photocopiers to ensure they’re ready to use at all times, resolving any issues as necessary 
· Keep records in accordance with the Trust record retention schedule and data protection law, always ensuring information security and confidentiality
· Assist with proactive marketing and promoting the school
· Review and maintain the school website, including updating statutory policies and documents ensuring that it remains compliant
· Provide information as required by the Headteacher and teaching staff, including data breakdowns in preparation for reports
· Preparation of starter packs for Reception children starting in September, mid-year admissions and nursery children. 

Attendance administration
· Monitor and maintain an accurate record of pupil attendance, producing reports as required
· Monitor the late arrival of pupils and contact parents/carers to identify reasons for non-attendance, ensuring all safeguarding procedures are followed.  Collate information and send out attendance letters each term to families, following the pupil attendance policy.
· Provide attendance information as necessary to the Local Authority and DfE (and any other appropriate body as required), including referrals and information regarding concerns.
· Record staff attendance on Arbor, providing information for the Headteacher on absences as required

Safeguarding and Security 
· Contribute to the safety of children and young people and protect them from harm
· Manage the SCR (Single Central Register), ensuring that it is checked/ signed off termly (3x/ year) by the Headteacher
· Maintain a spreadsheet to evidence that all staff, governors and volunteers have read and understood the key safeguarding and staff policies and procedures
· Control access to the school in line with the school’s safeguarding procedures, including signing-in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures 
· Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures 


Finance 
· Enter data into the school’s finance systems and produce reports as necessary 
· Collect, record and issue receipts for payments from parents 
· Carry out financial administration, inputting in line with the Trust financial procedures 

Other areas of responsibility 

· Under the guidance/ direction of the Trust Business Manager, work collaboratively with the other School Administrators to organise shared events, visits and off collegiate support
· Undertake training required to develop in the role 
· Ensure all duties and responsibilities are undertaken in line with the school’s policies and procedure including the code of conduct (staff handbook) and health and safety policy. 
· Any other duties as directed by the Trust Business Manager or Headteacher that are appropriate to the role and salary grade.
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	DATA PROTECTION NOTICE

	Throughout this form, we ask for some personal data about you. We’ll only use this data in line with data protection legislation and process your data for one or more of the following reasons permitted in law:
· You have given us your consent
· We must process it to comply with our legal obligations
 You’ll find more information on how we use your personal data in our privacy notice for job applicants which is displayed on our website. 




	VACANCY INFORMATION

	Application for the post of: 
Job ID/reference number: 
What date are you available to begin a new post?
Where did you first hear about this job?



	DISCLOSURE AND BARRING AND RECRUITMENT CHECKS

	Brooke Hill Academy Trust is legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts. 
The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that’s considered relevant to the role. Any information that is “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS certificate.
For posts in regulated activity, the DBS check will include a barred list check.
It is an offence to seek employment in regulated activity if you are on a barred list.
We’ll use the DBS check to ensure we comply with the Childcare Disqualification Regulations. It is an offence to provide or manage childcare covered by these regulations if you are disqualified. 
Any data processed as part of the DBS check will be processed in accordance with data protection regulations and Brooke Hill Academies privacy notice. 
Do you have a DBS certificate?  ☐ Yes	☐ No	    Date of check: 
If you’ve lived or worked outside of the UK in the last 5 we may require additional information in order to comply with ‘safer recruitment’ requirements. If you answer ‘yes’ to the question below, we may contact you for additional information in due course.
Have you lived or worked outside of the UK in the last 5 years?  ☐ Yes	☐ No	
Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.
Only applicants who have been shortlisted will be asked for a self-declaration of their criminal record or information that would make them unsuitable for the position.
Any convictions that are self-disclosed or listed on a DBS check will be considered on a case-by-case basis.



	TIME SPENT LIVING AND/OR WORKING OVERSEAS 

	If you’ve lived and/or worked outside of the UK, we will make any further checks we consider appropriate (in addition to the usual pre-employment checks).  
We’ll base the decision on whether this is necessary on individual circumstances, and factors such as: 
The amount of information you disclose in the DBS check 
The length of time you’ve spent in or out of the UK 



	RIGHT TO WORK IN THE UK

	Brooke Hill Academy Trust will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006.
By signing this application, you agree to provide such evidence when requested.
: Find out more about how Brooke Hill Academy Trust recruits’ teachers from overseas here.



	SIGN AND DATE

	Name (please print):
Sign:
Date:






Instructions
Please complete all sections of this form
The sections of this application form that include your personal details and equalities monitoring information will be detached prior to shortlisting. This is to ensure that your application is dealt with objectively. 
Applications will only be accepted if this form is completed in full.
The application form and supporting documents should be sent to SLT@brookehillacademytrust.education 
Personal Details
	PERSONAL DETAILS

	First name
	

	Surname
	

	Preferred title
	

	Previous surnames
	

	If you prefer to be called by a name other than the one listed above, please specify
	

	National Insurance number
	



	CONTACT DETAILS

	Address
	

	Postcode
	

	Home phone
	

	Mobile phone
	

	Email address
	



	DISABILITY AND ACCESSIBILITY

	Brooke Hill Academy Trust has committed to ensuring that applicants with disabilities or impairments receive equal opportunities and treatment. 
If you have a disability or impairment, and would like us to make adjustments or arrangements to assist if you are called for an interview, please state the arrangements you require:













	SUPPORT STAFF POSITIONS: RIGHT TO WORK IN THE UK

	Do you have the right to work in the UK?  
☐ Yes 
☐ No 

	If yes, please state on what basis: 
☐ UK citizen 
☐ EU settled status 
☐ Skilled worker visa 
☐ Graduate visa 
☐ Youth mobility visa 
☐ Other – please provide full details in the box below 

	



	TIME SPENT LIVING AND/OR WORKING OVERSEAS 

	Have you spent time living and/or working outside of the UK? 
☐ Yes 
☐ No 

	If yes, please give details, including countries and relevant dates:  
 




	RELATIONSHIP TO THE [SCHOOL/TRUST]

	Please list any personal relationships that exist between you and any of the following members of the Brooke Hill Academy Trust community:
·  Governors/trustees]
· Local governors]
· Staff
· Pupils


If you have a relationship with a governor, trustee, local governor or employee, this does not necessarily prevent them from acting as a referee for you. 

	Name
	Relationship
	Role at School 
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Employment History

	CURRENT EMPLOYMENT DETAILS

	Job title
	Employer details (name, address, email and/or telephone)
	Dates employed
	Age range taught
	No. on roll
	Permanent or temporary
	Part-time or full-time
	Salary (inc. allowances)
	Description of responsibilities

	






	
	
	
	
	
	
	
	





	PREVIOUS EMPLOYMENT

	Please provide details of all previous employment since leaving school, including education and voluntary work. Include any gaps in employment and the reasons for them. List the most recent employment first.

	Job title
	Name and address of employer
	Dates employed
	Description of responsibilities
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	EMPLOYMENT GAPS

	Please provide details of any employment gaps since leaving school, and give the reasons for the gap.

	Start date
	End date
	Reason for employment gap

	
	
	

	
	
	



Education and Training
	EDUCATION AND QUALIFICATIONS

	Please provide details of your education from secondary school onwards.
You’ll be required to produce evidence of qualifications.

	Dates attended
(month and year)
	Name and location of school/college/university
	Qualifications gained (including all grades, awarding body and date of award)

	
	
	

	
	
	



	TRAINING AND PROFESSIONAL DEVELOPMENT

	Please give details of training or professional development courses undertaken in the last 3 years that are relevant to your application

	Course dates
	Length of course
	Course title
	Qualification obtained
	Course provider

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	ADDITIONAL INFORMATION

	Please provide any additional information relevant to this application. You may wish to add additional skills or relevant special interests. 

	




	DRIVING LICENCE DETAILS

	Do you have a valid driving licence?
	








Letter of application
To apply please complete the application form and return with a supporting statement.  Please ensure your supporting statement covers all of the essential aspects in the person specification (using the following headings):

· Qualifications and Self-Development
· Experience, Knowledge and Understanding
· Skills
· Personal Ethos

References
Please give the names of 2 people who are able to comment on your suitability for this post. One must be your current or last employer. If you’ve not previously been employed, please provide details of another suitable referee. 
Brooke Hill Academy Trust reserves the right to seek any additional references we deem appropriate. 
Please let your referees know that you’ve listed them as a referee, and to expect a request for a reference should you be shortlisted. 
	NAME
	RELATIONSHIP TO YOU
	ADDRESS AND POST CODE
	CONTACT NUMBER
	EMAIL ADDRESS
	IS THIS YOUR CURRENT EMPLOYER?

	
	
	
	
	
	

	
	
	
	
	
	

	If either of your referees knows you by a different name, please state:
If you do not wish us to contact your referees prior to the interview (after shortlisting), please provide a reason why:

	










Equalities monitoring
We’re bound by the Public Sector Equality Duty to promote equality for everyone. To assess whether we’re meeting this duty, whether our policies are effective and whether we’re complying with relevant legislation, we need to know the information requested below. 
This information will not be used during the selection process. It will be used for monitoring purposes only. 
	EQUALITIES MONITORING INFORMATION

	What is your date of birth?
	D
	D
	M
	M
	Y
	Y
	Y
	Y

	
	
	
	
	
	
	
	
	

	What is your sex?
	☐ Male                             
☐ Female                 

	What gender are you?
	☐ Male
☐ Female
☐ Other
☐ Prefer not to say

	Do you identify as the gender you were assigned at birth?
	☐ Yes
☐ No
☐ Prefer not to say

	How would you describe your ethnic origin?

	White
☐ British
☐ Irish
☐ Gypsy or Irish Traveller
☐ Any other White background

Asian or British Asian
☐ Bangladeshi
☐ Indian
☐ Pakistani
☐ Chinese
	Black or Black British
☐ African
☐ Caribbean
☐ Any other Black background

Mixed
☐ White and Asian
☐ White and Black African
☐ White and Black Caribbean
☐ Any other mixed background
	Other Ethnic groups
☐ Arab
☐ Any other ethnic group



☐ Prefer not to say

	Which of the following best describes your sexual orientation?

	☐ Bisexual
☐ Heterosexual/straight
☐ Homosexual
	☐ Other
☐ Prefer not to say

	What is your religion or belief?

	☐ Agnostic
☐ Atheist
☐ Buddhist
☐ Christian
☐ Hindu
	☐ Jain 
☐ Jewish
☐ Muslim
☐ No religion
	☐ Other
☐ Pagan
☐ Sikh 
☐ Prefer not to say

	Are your day-to-day activities significantly limited because of a health problem or disability which has lasted, or is expected to last, at least 12 months?

	☐ Yes
☐ No
☐ Prefer not to say

	If you answered ‘yes’ to the question above, please state the type of impairment. Please tick all that apply. If none of the below categories applies, please mark ‘other’.

	☐ Physical impairment
☐ Sensory impairment
☐ Learning disability/difficulty
☐ Long-standing illness
☐ Mental health condition
☐ Developmental condition
☐ Other
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