
School Administrator

October/November 2025

37 hours per week, 39 weeks (Term-Time 
only plus 5 INSET days)

£ 21,565 – £22,397(dependent on service 
and experience)



I hope the job description and person specification provide you with the information needed to 
consider applying for this position, and I wish you every success with your application.

Best wishes
 
 

Andrew Dickinson
Chief Executive Officer 

Welcome from the CEO of 
Central England Academy Trust

working together and with others to achieve the very best for the staff, pupils 
and families that we serve. 

recognising the individuality and uniqueness of our staff and pupils, and that 
we do not all start from the same place. We strive to provide all of our staff 
and pupils with what they need in order to have equal access to opportunities, 
to thrive and to succeed.   

to be ambitious for all of our staff and pupils and have the highest 
expectations of them, supporting them to achieve to the very best of their 
potential.

ensuring that everyone in our MAT feels safe and supported in all that they 
do.

Thank you for your interest in joining Central England Academy Trust as 
the School Administrator at Higham Lane North Academy.

This is an exciting and unique opportunity to be part of the opening and 
shaping of a brand new 11-16 school.

Our growing Trust currently consists of a diverse family of 5  schools in the Nuneaton area: a 
primary special school, a secondary special school and two mainstream secondary schools. 
We had a fifth school join us in September 2025. 
 
Our Trust’s core values summarise what is important to us and what we actively promote:

Collaboration
:

Equity:

Aspiration:

Trust:





School Administrator

Are you seeking a career that is not only meaningful and purposeful but 
also has a lasting impact on children's lives?

Do you thrive in a dynamic, fast-paced environment where each day 
brings new challenges and opportunities?

Are you highly organised, adaptable, and skilled at communicating with 
a diverse range of individuals, including pupils, staff, and families?

If so, we have an exciting and rewarding opportunity for you to join the team 
of Nuneaton’s brand-new secondary school as our School Administrator. 

Main Purpose: 

As a key member of the Administration Team, you will be at the 
heart of our school community, working closely with students, 
families, and staff to support the smooth and efficient day-to-day 
operations of the school from within our busy main office.
Each varied day will involve undertaking clerical operations for a 
wide range of tasks, operations and functions undertaken by the 
school.   Willingness to complete first aid training will also be an 
advantage when applying for the role.  



Please complete the Application Form, as well as the Equality Details Form, that you 
will find on the School’s website (www.hlna.co.uk) and email them to jobs@hlna.co.uk, 
indicating in the message title the post you are applying for. If you would like to have 
a chat about this post, please contact Kirstie Robinson, Headteacher on 024 75 106910

The closing date for applications is midday, Monday 20th October 2025 with 
Interviews likely to take place later that week. Please note that the school reserves 
the right to close the application process early if we identify suitable candidates. To 
avoid disappointment, please submit your application as soon as possible. 

Please address the following points when completing the ‘Additional Information’ 
section of the application form: -

•Why you feel your personal qualities and experience make you an excellent candidate 
for this position. 

How to apply







BROAD DESCRIPTION:
Working in the busy Reception/Student Services office providing clerical support for a wide 
range of tasks, operations and functions undertaken by the School.

Work is governed by established processes/procedures.

Work is carried out without close supervision, other than that provided through working 
arrangements, methods and procedures.

Overall guidance and supervision will be from the PA to the Headteacher and Office 
Manager.

Responsibility for people (other than employees supervised/managed):  The post has 
some impact on the well-being of individuals or groups (i.e. physical, mental, social, health 
and safety).

Responsibility for staff:  The post has no or limited direct responsibility for supervising 
other staff though may be expected to demonstrate tasks or advise/guide new employees, 
work experience or trainees.

Responsibility for budget:  The post has no or limited direct responsibility for financial 
resources other than occasional handling of typically small amounts of cash.

Responsibility for physical resources:  The post has some direct responsibility for physical 
resources, involving the careful, accurate, confidential and secure handling and processing 
of information.

TYPICAL TASKS, DUTIES AND RESPONSIBILITIES

•To operate routine administrative systems and procedures to support the operations of the 
school .
•Undertake routine clerical activities/duties e.g. photocopying, filing, email and text 
messages.
•Deal with routine enquiries, providing general information about the school and its 
activities in person, by phone and email, text message or other appropriate forms of 
communication to students, parents/carers and/or staff.
•Send out routine communications, issue reminders and chase responses.
•Be a first point of contact for students and/or visitors to the site requiring help/support and 
referring them to other appropriate staff in school.
•. Undertake word processing, generating standard letters.
•Receives some or all of parents/carers, contractors or similar, student visitors and 
deliveries/goods as well as dealing with associated administration (security badges, signing 
delivery notes).
•Showing visitors around when required.
•To collate, record, store and retrieve data and information as required.
•Use spreadsheets, formulae and data summarising techniques to produce information for 
other colleagues.
•Receive calls from parents, passing on messages to students, etc.
•Liaise with third parties to the school e.g. other schools, suppliers, parents/carers and other 
bodies/organisations.
•To organise meetings and events in liaison with other relevant officials and outside 
agencies / bodies as required.



•Operating switchboard when required.
•Have knowledge of SIMS to produce reports, particularly on student information, training can 
be given
•Ensure working areas are kept welcoming and tidy.
•To receive/ sort and distribute incoming/outgoing mail.
•To check and look after office equipment bringing any issues to the attention of the line 
manager.
•To raise orders/requisitions in accordance with approved procedures.
•Assist in the day-to-day administration of absence processes.
•Provide clerical support for other areas of the school, such as Attendance and Data.
•Take minutes of meetings as required.
•Willing to train as a school First Aider.

Please note that the above tasks are broad descriptions of the types of duties/activities 
expected at this level, for illustrative purposes.  They are not intended to provide an 
exhaustive list of duties, and the candidate will be expected to undertake other duties 
considered commensurate with the role.



Essential Desirable

Good literacy, numeracy and IT skills Good knowledge of the school, its organisation, activities 
and policies.

To be able to analyse and interpret factual 
information to solve straightforward problems

Good knowledge of using SIMS to produce reports on 
students and similar information

To be able to communicate, in person and/or in 
writing, a variety of information to a range of people

Previous experience in a ‘front-of-house’ school role

To be able to use a keyboard with some precision 
and speed 

Previous experience in administering student absence 
processes

The ability to work under pressure including 
meeting deadlines and dealing with interruptions 

The ability to cope in situations where there is an 
emotional demand arising from the work being 
undertaken 

Experience of handling and processing manual or 
computerised information including the use of 
data summarising techniques and formulae 

To be able to use own initiative to independently 
help resolve problems and unexpected situations

Can maintain confidentiality at all times – 
recognises privileged position with access to pupil, 
parent and staff information. Understands the need 
for professional relationships within the school.

Good organisational skills 

Be able to stay calm and (on occasion) deal with 
difficult or aggressive visitors.

Able to undertake routine work or work within 
established procedures but without close 
supervision.   Can solve straightforward problems. 
Able to make some decisions involving the use of 
judgement.   

Person Specification
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