Advert and Spec 

	Vacancy 
	Apprentice Admin Assistant – Term Time 

	Grade/Salary
	APP 1- APP 6: (Full-time Equivalent) £11,667- £24,790





Job Advert

The Ladder School are currently seeking an Apprentice Admin Assistant to join our school from September 2025. We are looking for someone who is keen to learn and progress, we offer dedicated staff and team members who will support you in your apprenticeship, to help you achieve the best you can. This role will be working in a small team whose focus is on supporting our students. Duties will include, but not limited to:

· Dealing with telephone and email enquiries
· Liaising with external training and placement providers
· Producing reports for Line Managers and the Headteacher
· Maintaining accurate records
· Dealing with queries from Students
· Conducting placement visitors with team members when required

This is a full time role working 8am – 4pm Monday to Friday term time only. If you have any queries please email e.woodward@tls.merciantrust.org.uk


Personal Specification

	Skills
	Assessed 

	Qualifications
· GCSE English and Maths (C or above/Grade 4 or above)
· Further qualifications in administration
	
AF
AF

	Experience 
· The ability to handle and produce data in a useable format
· Familiarity with school systems e.g. PS Financials/SIMS
· Proficient in MS Office programmes
· Experience in working quickly under pressure
· The ability to work without supervision 
· Has an excellent telephone manner
· Upholding the ethos and values of the school 

	
AF
AF
AF
AF
I
I
I

	Knowledge 
· Follow school policies and procedures 
· Is calm under pressure
· Has a good understanding of technology
· Is systematic and methodical 
· Is organised and an excellent time keeper 
· Good Literacy and Numeracy skills  

	
I
I
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	Leadership 
· Strives for perfection and has a good attention for detail 
· Has excellent communication skills 
· Understands the importance of collaboration in a small team 
· Will ensure supplies are maintained, development of ordering process
· Will ensure equipment is in good working order 
· Will alleviate difficulties to ensure the smooth running of the school 
	
AF/I
AF, I
I, R
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	Systems 
· Can develop effective processes and procedures
· Will log communication as a matter of course
· Reporting of any Health and Safety or Safeguarding concerns correctly and accurately 
· Can produce information from school systems
· To show a flexible approach to working 
	
I
I
I, R

I
I/R



AF – Application Form, I – Interview, T – Task, R – Reference 
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