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 ADMINISTRATOR 
  

 

 

Grade and Salary Grade 2: £18,145 - £19,156 per annum (£21,189 - £22,369 FTE) 

Working pattern 37 hours per week, 39 working weeks per year (Term time only plus INSET 
days) 

Contract term Permanent  

 

The School:  

Ashfield School is renowned for high standards of teaching, behaviour and academic achievement. 
One of the largest schools in England (2700 on role), staff work together each day to support, inspire 
and challenge students to give of their best in our safe, happy and ambitious working environment.  

Our recent Ofsted report, published in November 2021, confirms the incredibly positive culture 
across the school. Continual focus on developing this culture enables us to recruit, develop and retain 
the very best people. Student behaviour is excellent, staff well-being surveys evidence that morale is 
very high with teachers treated as respected professionals.  

Ashfield School is a great place to work and as part of the DFE school re-building project will move 
into brand new buildings over the next few years. We are located close to the A38 and M1 and there 
is a large free staff car park. Facilities across the large school site are excellent with numerous social 
and work spaces, staff specific catering and sporting facilities all available. 

 

The role:  

The Ashfield School are looking to appoint a full time Administrator to join their excellent 
administrative team to provide an effective and efficient administrative support service to all staff 
within the school. The role will also support other members of staff with administrative duties as and 
when required. 

 

The person:  

The successful candidate will have experience of working in a busy office environment, using 
Microsoft Office programmes such as Word and Excel. Experience of working in a school and using 
school information systems such as SIMS would be advantageous. This post holder will need to be 
able to prioritise their own work load, be able to show initiative and have excellent communication 
skills.  

 

Why join us? 

There are many reasons to choose The Two Counties Trust as a great place to start or continue your 
career. 

We recognise the importance of a happy, healthy, rewarded and well motivated workforce and as 
such we have developed our HR strategy to invest in our employees. We have removed appraisal and 
appraisal related pay progression, changing the focus from validation to professional growth and 
enabling all our employees to get better all the time. 

We are fully committed to supporting your career and professional growth through a range of routes 
both within schools and across the Trust and we offer extensive professional learning opportunities 
for all employees. 
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We offer: 

• Highly competitive pay and pay progression opportunities.  

• An array of employee benefits and lifestyle options including discounted healthcare, gym 
membership and extensive high street retail discounts. 

• Entry to a career average pension scheme. 

• Opportunities to experience and share practice in our partner schools across the Trust. 

• A stimulating, supportive and rewarding working environment with a dedicated team of like-minded 
professionals. 

• Excellent opportunities to develop your skills and experience and to progress your career. 

• We take the wellbeing and health of employees seriously. We have a range of support mechanisms 
and benefits available to employees and the Trust has signed up to the Education Staff Wellbeing 
Charter. 

 

The closing date for applications is: Monday 02 October 2023 at midday.  

 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity relevant to 
children. 

We are committed to safeguarding and promoting the welfare of children and young people. An 
offer of employment will be subject to the receipt of a satisfactory enhanced level DBS disclosure with 
a children’s barred list check, two satisfactory references and successful completion of vetting 
procedures. 

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online 
search will be conducted as part of due diligence on shortlisted candidates and a social media check 
will be required as a condition of employment.  

We are committed to recruiting and retaining a diverse workforce and candidates with a disability 
who meet the essential job criteria will be given an opportunity to demonstrate their abilities at 
interview. 
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JOB PROFILE 
 

Job title: Administrator  

Responsible to: Office Manager  

Salary / Grade: Grade 2: £21,189 - £22,369 FTE 

Actual salary £18,145 - £19,156 per annum  

Working hours / weeks: 37 hours per week, 39 weeks per year (Term Time + INSET days)  

Core purpose: To provide an effective and efficient administrative support service to all staff within 
Ashfield School 

 

Corporate responsibilities:  

• To ensure that the responsibilities of the role are carried out in a way which reflects the mission and 
the values of the Trust. 

• To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and 
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an 
appropriate person. 

• To uphold our commitment to safeguarding and to promote the wellbeing of children. 

• To contribute to a culture of continuous improvement.  

• To comply with all reasonable management requests. 

 

Key responsibilities:  

• Provide administrative and organisational support to staff and the Governing Body as required.  

• Answering and processing phone calls throughout the day directing to relevant individuals. 

• Manage manual and electronic records/information systems through SIMs and Microsoft Officer 
software.  

• Analyse and evaluate data/information and produce reports as and when required via SIMs and/or 
Microsoft Excel.  

• Undertake advanced typing and work processing skills, such as mail merge letters, as required 
using Microsoft Office applications. 

• Use the school’s electronic communication system to send information out to staff and parents.   

• Dealing with enquiries and providing support to parents, students and staff on systems such as 
ParentPay and Impact.  

• Cover on Main Reception / Post 16 Centre / Student Services as required.  

• Organise internal and external mail as and when required. 

• Organise filing as and when directed.  

• Record and communicate over school behaviour radio system and be involved in the logging of late 
gate information either in person or over the phone.  

• Attend and participate in regular meetings with the admin team and wider school community as 
required.  
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• To support the reprographics administrator to provide full reprographics support to students and 
staff. 

• Minuting meetings as and when required.  

 

 

Notes:  

This document is an overview of the role. The responsibilities will include but will not be limited to 
those listed above and it is anticipated that the role will evolve over time and as such the duties may 
change. 

This document does not form part of the contract of employment.  

This post will have regular contact with children and as such a satisfactory enhanced disclosure from 
the Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition 
of employment.  

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online 
search will be conducted as part of due diligence on shortlisted candidates to identify incidents or 
issues that may have happened, and which are publicly available online, which we may need to 
explore with shortlisted candidates. 

A check will also be completed of current prohibitions, restrictions, sanctions or those who have failed 
induction through Teacher Services which may prevent teachers from working in this role with 
satisfactory clearance required as a condition of employment. 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity relevant to 
children. 

Employees engaged in management positions will also require a Section 128 check. 

 

 

Our Mission:  

Why do we exist? To provide our students with opportunities and experiences to enhance their 
   life choices, making a positive contribution to the world we share.  

Our values:  

How do we behave?  Ambition:  we maximise our potential through striving for excellence.  

Teamwork:  we give 100% effort, displaying kindness and humility for 
the benefit of all.   

Honesty:  we are respectfully open about our successes and areas for 
growth. 

 

Our strategic anchors:  

• Create a healthy organisation, free from politics and confusion through clarity following 
the empowered to lead operating model. 

• Build a compelling school culture built on strong professional relationship where all can achieve. 

• Craft and implement a high-value curriculum which is knowledge rich to allow meaningful 
application of skills. 

• Put people first through high impact professional development and instructional coaching.  
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PERSON SPECIFICATION 

Role: Administrator  E/D A I 

Qualifications & Training 

1 Minimum of Level 2 in English & Maths   E ✓  

2 Educated to A Level or equivalent  D ✓  

Experience 

3 Previous experience of Microsoft Office applications E ✓  

4 Previous administrative experience E ✓  

5 Experience of working in a school setting D ✓  

Knowledge & Understanding 

6 An understanding of the mission and values of the Trust. E ✓ ✓ 

7 An understanding of safeguarding issues and promoting the welfare of children. E  ✓ 

8 Understand the importance of confidentiality in this role E ✓ ✓ 

9 Understand the requirements of this role E ✓ ✓ 

10 Understanding of a secondary school environment  D ✓  

Skills & Abilities  

11 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

12 Highly competent IT skills E ✓ ✓ 

13 Strong customer service skills E ✓ ✓ 

14 Has initiative and can work independently  E ✓ ✓ 

15 Strong attention to detail E ✓ ✓ 

16 Has the ability to communicate effectively to a range of people including staff, students 
and parents  

E ✓ ✓ 

17 Is able to plan.organise, prioritise and manage their time effectively E ✓ ✓ 

18 Clear and accurate written communication skills  E ✓  

19 Confident verbal communication skills E  ✓ 

20 Ability to set and achieve high standards  E ✓ ✓ 

Personal Attributes 

21 Flexibility and adaptability. E  ✓ 

22 An empathetic, non-judgmental and ethical approach. E  ✓ 

23 Is prepared to undertake professional training necessary to carry out the role  E  ✓ 

24 Will always maintain confidentiality  E ✓ ✓ 

25 Positive and enthusiastic with a drive to improve  E  ✓ 
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26 Able to build positive relationships with colleauges and wider community  E  ✓ 

 

 

Other  

27 A commitment to uphold and promote equality of opportunity.  E  ✓ 
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HOW TO APPLY 
TES is our recruitment platform so please go to www.tes.com/jobs to apply for this role online. 

If you do not wish to apply online you can download an application form from this link and then email 
your application to HR-Team@ttct.co.uk. 

Please ensure that you set out in your application on no more than 2 sides of A4, why your experience 
and ambition is a good fit for the role of Administrator within Ashfield School. 

In order to comply with Safeguarding requirements, you must complete either an application form or 
apply online via TES. We cannot accept a Curriculum Vitae as an application for this post.  

Please note that we receive a large number of applications and so unfortunately cannot provide 
feedback to everyone. If you have not been contacted within four weeks of the closing date you 
should assume that your application has not been successful on this occasion.  

 

Applications must arrive by midday on Monday 02 October 2023. 

http://www.tes.com/jobs
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