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Administration Assistant (Part-time)
Required for January 2020
Fixed Term for 1 Year
Scale:    NJC Grade 5 (SCP 4 - 6) £18426 - £19171 FTE  (£11340 - £11789 Actual salary) 
Hours:   9.00am - 2.45pm (27 hours per week); Term-time only (43.84 weeks per year) 
“Ambition – Respect – Responsibility – Pride”

We are seeking to appoint an enthusiastic, hardworking and committed Administration Assistant to join Armthorpe Academy to be part of a team to help make our academy run like clockwork. The candidate will be involved in supporting the team to manage the day to day administrative tasks associated with running a busy academy as well as covering reception.  They will provide an efficient and professional administration service to students, staff, visitors, parents and other internal and external enquirers as well as providing financial administration and data input support to the academy as required. We are looking for a dedicated and enthusiastic person who:
· has a friendly manner and can communicate with staff, students and parents;
· can work effectively as part of a team but can also work independently using their own initiative;
· has experience of working in a similar specialist area.
The successful applicant will be required to demonstrate flexibility, excellent organisational skills and the ability to communicate effectively with all colleagues and students alike.  The role represents a great opportunity within a friendly, positive and professional environment.

Armthorpe Academy is a thriving and welcoming academy which is firmly committed to the principle other people matter. Our expectations of students are very high, both in terms of their progress and their behaviour. In particular, we expect them to invest in their own learning, and we encourage them to enjoy and make a positive contribution to the wider life of the academy. 

You will be given full support within your role, benefitting from our strong CPD programme, as well as the opportunity to work with other local partner schools to develop and enhance your practice. 
In summer 2019 we achieved our best ever results and are now looking to further develop our team to ensure our improvements are sustained. In January 2019 we were judged by Ofsted to be ‘Good’ in every category which is testament to the hard work and dedication of the staff and students. 

We are keen to support your career not only within our academy but also across our group of academies that form Consilium Academies Trust.
Visits to the academy are welcomed and can be arranged by contacting us.
The closing date for applications is midday on Monday 11th November 2019.
Further details and an application pack, please contact the academy by:

Tel: 01302 831582             e-mail:  HR@armthorpeacademy.org.uk
or visit the academy website at   :  www.armthorpeacademy.org.uk
Completed application forms should be returned to Mrs D McKinna, Office Manager & Principal’s PA, at the academy address, or via the HR email address above.
Consilium Academies are committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  The post is subject to an Enhanced DBS check.
PLEASE NOTE: If you have not been contacted by the morning of Wednesday 13th November please assume that your application has been unsuccessful on this occasion. We are unable to provide feedback on individual applications. Applications received after the closing time stated will not be considered. We do not accept CVs.

Andy Peirson

September 2019

Armthorpe Academy


Mere Lane, Armthorpe, Doncaster, South Yorkshire  DN3 2DA
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