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Candidate Pack 

School Administrator 

NJC Grade 3 – 37 hours, Term-Time Only 

(£19,650 - £20,444 FTE) 

Required: ASAP 
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Dear Candidate, 

 Welcome to The Bramble Academy. As the Principal, I take great pride in leading 

the school and supporting every child as they start their educational journey. We 

have a clear vision which drives our passion for learning and securing the very best 

for the young people we serve, “Opening minds, creating opportunities for all to 

believe in themselves, fulfil their potential and develop the skills needed to succeed 

and enjoy life”.  

 

Having worked with children for over a decade and being a parent myself, I am keen 

to ensure that we foster a love of reading whilst growing creative and curious 

learners who are eager and excited to be in school. 

At Bramble Academy we deliver an exciting and innovative curriculum, one which uses the novel study 

approach. Interwoven into this are the Bramble pledges; our curriculum experiences that open a wealth 

of opportunities for all children to explore and deepen their understanding of what they are studying. We 

very much feel that all children are entitled to a variety of experiences, opportunities, and visits to support 

their learning, knowledge and understanding and we provide this at no cost to parents. 

The school is the hub of the community, and we work closely with parents to raise standards and have 

consistently high expectations of everyone. 

All of our work is underpinned by our 5 Core Values which drive everything we do. We celebrate and 

reward in line with our values as well as ensuring our actions and behaviours are supported by them. 

• Ambition: Fulfil your potential 

• Integrity: Be honest & trustworthy 

• Inclusivity: Respect for everyone 

• Endeavour: Always work hard 

• Resilience: Never give up 

Our aim is to work alongside our families and the local community to ensure that our children can be the 

very best versions of themselves and turn into responsible citizens of the future.  

Our commitment to this aim of developing future citizens and to develop the skills needed to succeed 

and enjoy life means we are seeking to appoint a School Administrator to support our pupils in this key 

area of school life. 

We would be delighted to show you around our wonderful academy, so you can see for yourself the 

amazing children we have here and the wonderful work that they do.  

 
Mrs Natalie Aveyard - Principal  
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The Bramble Academy are looking to appoint a highly committed and passionate colleague to 

join our team. The successful applicant will join a team of colleagues who are strongly focused 

on raising standards and moving the school forward.   

As part of The Bramble Academy the successful candidate will have the opportunity to: 

• Work as part of a fantastically passionate team of colleagues who are highly committed to 
making the school a success. 

• Work in an environment where colleagues can trial new educational innovations and share 
best practice. 

• Be part of a community where children are so eager to learn. 

• Know colleague’s wellbeing is considered in all aspects and that we are human beings first 
with our own families and situations outside of work.  

 
Application Details 

Thank you for your interest in the School Administrator vacancy at The Bramble Academy. 

Further details of this post and the school are included in this pack along with details of how to 

apply. 

We welcome applicants to come for a visit or call us for any further information.  
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How to Apply  
Should you wish to apply for the post, please complete and return an application form along 

with a covering letter, which clearly demonstrates your suitability for this role, via email to the 

Bramble Office - office@bramble.evolvetrust.org 

Applications can also be submitted by post, for the attention of the HR Department, to the 

following address:  

Human Resources 

The Bramble Academy 

Oxclose Lane 

Mansfield Woodhouse 

Notts 

NG19 8DF 

Application forms  
These can be downloaded from the Bramble website Bramble Academy - Vacancies . 

Wherever possible, please complete these forms digitally and please provide email addresses 

for your referees.  

Closing Date/Interviews  
Please ensure your application arrives by the post’s closing date – Wednesday 18th May 2022 

at 12 noon. 

If you have not heard from us within 2 weeks of the closing date, please assume that 

unfortunately, on this occasion, your application has not been successful. 

Referees will not be contacted without the express permission of candidates and only if you are 
shortlisted for an interview. 

Please be aware that by contacting The Bramble Academy about this role, or applying, your 
data will be held in accordance with our Privacy Policy. 

Safeguarding  
The academy is committed to safeguarding and promoting the welfare of children and young 

people and expects all colleagues and volunteers to share this commitment. The successful 

candidate will be required to undertake a criminal record check via the DBS. 

School Administrator 
 (£19,650 - £20,444 FTE) 

 37 hours per week, term-time only. 

mailto:office@bramble.evolvetrust.org
https://www.bramble.evolvetrust.org/vacancies/
https://www.wildsearch.org/privacy-1
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Job Description  
 

Post Title:   School Administrator 

Salary/Grade:  NJE Grade 3  

Contract:   37 hours per week, term time only. 

Responsible To: Office Manager 

Disclosure Level: Enhanced 

Required:  As soon as possible 

 

 
Core purpose 
 
To manage the Bramble Academy reception facility and to fulfil appropriate administrative duties 
in a professional manner in order to promote the Bramble Academy by providing a welcoming 
and efficient first point of contact on behalf of the organisation, and to provide administrative 
support to ensure the smooth running of the general office. 
  

The Bramble Academy is fully committed to safeguarding children and promoting their 
welfare and expects all staff to share in this commitment.  All posts are subject to an 
Enhanced DBS with Barred List check. 
 
This Job Description is furnished to assist staff joining Bramble Academy to understand and 

appreciate the work content of their post and the role they are to play in the organisation.    

Whilst every endeavour has been made to outline the main duties and responsibilities of the 

post, a document such as this does not permit every item to be specified in detail. This job 

description is not a definitive list of responsibilities but identifies the key components of the role. 

The post holder will, therefore, be required to undertake other reasonable duties 

commensurate with the purpose and salary level of this post.  

Employees should not refuse to undertake work, which is not specified on this form, but they 

should record any additional duties they are required to perform, and these will be taken into 

account when the post is reviewed.  

The Bramble Academy is an Equal Opportunities Employer and requires its employees to 

comply with all current equality policies both in terms of equal opportunity for employment and 

access to the School’s Services.  

The Bramble Academy is committed, where possible, to making any necessary reasonable 
adjustments to the job role and the working environment that would enable access to 
employment opportunities for disabled job applicants or continued employment for any employee 
who develops a disabling condition. 
 

Duties and Responsibilities 

Organisation 

• Undertake reception duties, answering the telephone (transferring calls, taking and 

delivering caller messages) and dealing with face to face enquiries. 
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• Ensuring the security of the school at all times signing in visitors and issuing passes, 

alerting staff to the arrival of a visitor, monitoring the collection of the visitor, signing out 

and collecting passes as they leave.  Ensuring that all visitors are aware of the school’s 

safeguarding arrangements. 

• Controlling the signing in/out procedure of staff. 

• Receive, sort and distribute all mail, deliveries and packages. 

• Support with the organisation of parents evening arrangements, trips and other events 

and carry out the associated administrative tasks. 

• Liaise with The Bramble Academy pupils, parents/carers and staff to effectively 

organise and manage the administration processes and procedures for designated 

area. 

• Provide advice and guidance to staff, students, parents/carers and others. 

• Provide support during emergency procedures for safe evacuation. 

• Undertake hospitality arrangements as required. 

• First Aider 

 

Administration 

• Undertake typing, word-processing and other IT based tasks. 

• Undertake photocopying tasks.  

• Scan documents and shred those no longer required. 

• Collate and prepare data/information and produce reports/information/data as required. 

• Request, collate, proof read and print reports/letters/documents.  

• Reply to parents’ requests for information or queries in writing and telephone.  

• Maintain online and paper filing systems in line with retention and general data 

protection guidelines.  

• Respond to routine correspondence, sorting and distributing internal / external mail and 

emails. 

• Share information and news stories through all social media channels. 

• Responsible for up keep of first aid supplies throughout the school. 

• Ordering resources, checking and receiving goods using the school PS Financials 

system. 

• Maintain the weekly rewards log/system. 

 

Resources   

• Operate relevant equipment/ICT packages/information systems (e.g. MS Office, 

internet, intranet, School Information Management Systems (SIMS), E-mail). 

• Maintain stock and supplies, cataloguing and distributing as required. 

• Use administration supplies resourcefully. 

• Maintain tidy and organised work spaces and storage areas. 

 

Wider Responsibilities 

• Be aware of and comply with policies and procedures relating to child protection 

/safeguarding, equality and diversity, health and safety, ICT, security, confidentiality and 

data protection, reporting all concerns to an appropriate senior person. 
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• Comply and assist with the development of policies and procedures relating to area of 

responsibility as required. 

• Develop effective professional relationships with others. 

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

accepting the principles underlying the school’s equal opportunities policies and 

practice. 

• Maintain the confidential nature of information relating to the Bramble Academy, its 

students, parents and carers acting in accordance with the principles of the Data 

Protection Act 2018 at all times. 

• Contribute to and support the overall life, work/aims and ethos of the Bramble 

Academy.   

• Attend and participate in relevant meetings as required. 

• Participate and engage in training and appraisal as required. 

• Undertake additional duties as reasonably requested by senior staff.  

 

General 

• Be aware of the Data Protection Act and other legislation to ensure confidentially of 

records and information. 

 

Safeguarding: 

• This post is subject to an enhanced Disclosure and Barring Service check. 

• The post holder must be committed to safeguarding the welfare of children and to 

providing equality of opportunity.  

• Record and report concerns following the Academy Safeguarding policy. 

• Complete safeguarding level 1 training at least once every three years. 

 

 

Health and Safety: 

• Be aware of the responsibility for personal health, safety and welfare and that of others 
who may be affected by your actions or inactions. 

• Co-operate with the employer on all issues to do with Health, Safety and Welfare. 

• Ensure all aspects of Health and Safety are rigorously addressed across your department 
inclusive but not limited to: 

o Reporting damaged, broken or missing equipment/property to an 
appropriate person i.e. departmental link, site team, headteacher etc. 

 

Continuing Professional Development: 

• To participate in the Academy Performance Management Scheme. 

• Undertake any professional development necessary as identified. 
 

Additional points: 

The Academy will endeavour to make any necessary reasonable adjustments to the job and the 

working environment to enable access to employment opportunities for disabled job applicants 

or continued employment for any employee who develops a disabling condition. 
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Whilst every effort has been made to explain the main duties and responsibilities of the post, 

each individual task undertaken may not be identified as no job description can be fully 

comprehensive. 

In addition to the duties specified, employees will be expected to comply with any reasonable 

request to undertake duties or work of a similar level which may reasonably be regarded as within 

the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso 

that normally any changes of a permanent nature shall be incorporated into the job description 

in specific cases. 

The job description may be subject to amendment or modification, should circumstances 

change, any changes will be discussed with you in the first instance.  Should a disagreement 

arise, you will be afforded the opportunity of a meeting to resolve the matter with the CEO. You 

may wish to be accompanied at this meeting by a representative of your Trade Union if you so 

wish. 

The job description does not form part of the contract of employment. 

This job description allocates duties and responsibilities but does not direct the particular amount 

of time to be spent on any or all of them. 

 

Name: _______________________________________________________________   

 

Signed: ___________________________________________ Date:_______________ 

 
 
 
 

 

 

 

  

 

 

 

 



 

 

Person Specification 

School Administrator  

 

 ESSENTIAL DESIRABLE How this will 

be identified 

SKILLS AND EXPERIENCE  • Experience of 
administrative 
systems and 
ICT packages 
including 
Microsoft 
Office software   

• Experience of 
working with 
people in a 
busy office or 
reception 
environment,  

• Excellent 
organisational 
skills and 
experience of 
multi-tasking  

• Ability to fulfil 
all spoken 
aspects of the 
role with 
confidence 

• Experience of the 
use of information 
or financial 
databases (e.g. 
SIMS package)  

• Experience of 
working in a 
school  

Application / 

Interview / 

References   

QUALIFICATIONS   • GCSE in 
English and 
Maths Grade C 
or above or 
equivalent  

• Administrative 
qualifications 
equivalent to 
NQF level 2 

• Health and safety 
qualification, e.g 
First Aid  

Interview / 

Documents  

TRAINING   • Evidence of  
self-
development  

• Willing to 
undertake 
training as 
required and 
assist in 
training 
colleagues  

 Application / 

Interview / 

Documents  



 

 

SPECIAL KNOWLEDGE    • Knowledge of 
education and 
policies and 
procedures 
relating to 
working in a 
school  

Application / 

Interview / 

References  

PERSONAL 

CIRCUMSTANCES   
• Eligible to work 

in the U.K. 

• No contra-
indications in 
personal 
background/ 
criminal record 
indicating 
unsuitability to 
work with 
children/young 
people 

 Interview / 

References  

 

Documents  

DISPOSITION/ATTITUDE   • Ability to 
remain calm 
under pressure 
and prioritise 
demands to 
meet deadlines  

• Ability to 
communicate 
effectively at all 
levels with the 
ability to use 
tact and 
patience   

• Flexible and 
positive 
approach to 
change  

• Willing to work 
as part of a 
team  

• Caring and 
approachable, 
assertive   

• Professional 
and customer 
service 
orientated  

• Ability to 
maintain a high 
level of 
confidentiality 
and discretion 
at all times. 

 Interview / 

References  



 

 

PRACTICAL/INTELLECTUAL 

SKILLS   
• Basic problem 

solving  

• Proactive  

• Creative thinking  

• Able to 
contribute to the 
wider school 
community and 
activities  

Application / 

Interview / 

References  

PHYSICAL/SENSORY  • Must be able 
to perform all 
duties and 
responsibilities 
in work 
location with 
reasonable 
adjustments 
where 
appropriate.   

 Interview  

EQUALITY & 

SAFEGUARDING  

Candidates should indicate an 

acceptance of, and a commitment to,  

• the principles of the school’s 
equal opportunities policies 
and practices as they relate to 
employment issues and to the 
delivery of services to the 
community”. 

• safeguarding and promoting 
the welfare of children and 
young people 

Interview  

 

 

 


