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Letter from the Principal – Emily Clark 
 
Dear Applicant 
 
Thank you for your interest in the position of Administration Assistant at Edlington Victoria Academy. 
 
At Edlington Victoria Academy we strive to appoint highly motivated individuals who can take the Academy 
forward and deliver our vision and ethos. We value every pupil’s wellbeing and aim to give every pupil an 
opportunity to reach their potential, with the help of a very dedicated team of staff, governors, parents 
and pupils. 
 
This is an exciting opportunity for the successful applicant to use their skills and individuality and support 
us in our continuing journey of improvement. In January 2020 the academy was judged to be ‘good’ by 
OFSTED. Some of the strengths noted were: 
 

• Pupils have very positive attitudes to their learning. Teachers’ expectations are consistently high. 
Pupils with special educational needs and/or disabilities (SEND) are well supported. The special 
educational needs coordinator (SENCo) knows each pupil well. Parents of pupils with SEND are very 
pleased with the extra help that leaders provide. 

• Leaders share their determination to make sure that all pupils get a good education. Their hard work 
is paying off. Year 6 pupils achieved results in 2019 that were above the national average. The 
government noticed how much the school has improved. Government officials wrote to leaders to 
congratulate them. 

• Leaders realise that pupils’ happiness and welfare are just as important as results. They have 
appointed extra staff to make sure that pupils are safe. Pupils know that all adults in school care about 
them. Adults are gentle when they speak to pupils. No one shouts. There is a ‘pupil parliament’ and 
some ‘mini-police’ who try to make the school even better. Leaders listen to their ideas. 

• There is hardly any bullying. If this does happen, leaders sort it out quickly. Pupils behave very well in 
lessons and in corridors. They are polite and well mannered. Pupils do not always behave as well when 
they are on the playground at lunchtime. Leaders have bought some new playground equipment to 
help pupils find things to do that they will enjoy. Pupils like this and they think it is helping. 

 
Following on from the OFSTED inspection we feel that there are still lots of great things that we would like 
to consolidate and implement to ensure that our pupils truly achieve their potential. We would like to 
appoint someone who has the same vision and drive for our pupils and can add positively to what we 
already have in place. 
 
I hope this will inspire you to apply for this unique opportunity and I look forward to receiving your 
application. Once again thank you for your interest in the position. 
 

 
Emily Clark 
Principal 



  

 
Exceed Learning Partnership - ELP is a multi-academy sponsor, specialising in the development of Innovative 

Education which sets high standards and gives pupils access to opportunities through excellent teaching and 

inspirational leadership. ELP academies are at the heart of their communities and community learning, and 

work with local authorities, employers and high performing educational institutions. 

 
 

JOB TITLE: 
 
Administration Assistant 

 

GRADE/SALARY: 
 
 
RESPONSIBLE TO: 

Grade 5: point 4 to 6  (£10,913 to £11,354 pay award pending) 

25 hours per week term time only 
   
Principal, Business Manager, Office Manager 

  JOB PURPOSE: 

 

You must possess a proven record of office administration and have 
demonstrable skills and abilities that would positively contribute to our 
busy school office. You need to have excellent interpersonal skills and 
be an excellent ‘public face’ for the school. 

 
The main duties will include: 

• Office administrative tasks 

• Inputting of data into finance and School Management 
        Information systems 

• Supporting members of the office team to deliver an excellent  
        service to staff, pupils and the wider community 

• Excellent Communication skills 
 



 

Administrative 
❖ Ensure excellent administrative and support is provided for the Head Teacher and senior 

staff. 
❖ Follow all procedures set up for the smooth running of the office 
❖ Liaise with parents and visitors at the front of the office, dealing with queries at first point 

of contact where possible  
❖ Provide a service for bulk photocopying for all staff as required 
❖ Manage photocopier readings, toner and bulk paper orders  
❖ Send out parent communications via the text messaging service  
❖ Communication and delivery of messages and emails  
❖ Typing of letters and documents, as directed by the Office Manager 
❖ To take responsibility for the general tidiness of the office 
❖ Ordering of stationary and resources for the office 
❖ Receiving and checking deliveries  
❖ Managing incoming and outgoing post  
❖ Managing bookings, payments and ordering for Breakfast Club 
❖ Providing general hospitality for visitors   

Pupil Records and Data 
❖ Inputting information into the SIMs pupil records system under the direction of the 

Office Manager  
❖ Accessing and producing reports from the SIMs system as required  
❖  Inputting daily attendance into SIMs as required 
❖ Send out attendance letters as required, following the pupil attendance policy under the 

direction of the Principal/SLT 
 

Finance  
❖ Banking of income 
❖ Monitoring of income received n ParentPay 
❖ Collate pupil meal orders and inform catering staff of meal requirements 
❖ Track dinner money received and inform Business Manager of any debts so that owed 

income can be chased   
❖ Forward any invoices for payment to the Office Manager   

 
Additional Duties  
❖ To carry out office duties as directed by the Office Manager 
❖ To support the Office Manager as required  



  

Personal Professional Development  
❖ Work towards key targets set for your own professional development. 
❖ Full comprehensive programme of professional learning opportunities, you will work 

alongside experienced colleagues that will provide on the job support, training and 
guidance leading to increased responsibility and promotion. 

 

Health and Safety 
Duties must be carried out in compliance with the academies health and safety policy and 
procedures  
 
Child Protection 
❖ To be fully aware of and understand the duties and responsibilities arising from the 

Children’s Act 2006 and Working Together in relation to child protection and 
safeguarding children and young people as this applies to the role within the 
organisation. To also be fully aware of the principles of safeguarding as they apply to 
vulnerable adults in relation to the role. 

❖ To ensure that the line manager is made aware and kept fully informed of any concerns 
which you may have in relation to safeguarding and/or child protection. 

 
Safeguarding Procedures: 
It is the responsibility all members of staff to follow the correct safeguarding procedures in 

academy. 
 
❖ All staff have a duty to attend child protection training every three years 
❖ All staff have a duty to read and follow the safeguarding policies in school 

 
All staff have a duty to report any concerns about a child or potential breach of safeguarding 

procedures by an adult to the designated person for Child Protection which is the Pastoral 
and Intervention Manager. 
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Health & Safety 
❖ Be trained in procedures for Health & Safety & First Aid/Paediatric First Aid  
❖ To administer first-aid as agreed in the procedures within the Policy 
❖ Duties must be carried out in compliance with the academies health and safety policy and procedures 
 
To Be trained in Procedures for Safeguarding & Child Protection and ensure that the procedures are 
applied in all aspects of the role. 
 
Equal Opportunities 
❖ To ensure that all pupils are respected and treated equally at all times 
❖ Being aware of cultural differences between pupils, dealing with any incidents of racism or sexism in 

accordance with agreed procedures. 
 

This job description may be amended at any time following discussion between the Principal and member 
of staff, and will be reviewed annually. 

 
 
 
 

Principal …………………………………………………Date:…………………………………………. 
 
Post Holder………………………………………………Date:…………………………………………. 
 
This post will be subject to an enhanced disclosure from the Criminal Records Bureau. 
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 Essential Desirable Interview 
/App form 

Qualifications, Education & Training 

Relevant professional qualifications and experience that relate to the 
post 

  ✓ 

A minimum of grade 4 GCSE level or equivalent in English, Maths and 
computing  

  ✓ 

Experience & Knowledge 

Evidence of successfully working within a team     
Experience of working within an administrative department     
A working knowledge of health and safety legislation    

Experience of working in a school/academy environment    
Skills 

Ability to work proactively with a confident approach    
Ability to use ICT systems: Microsoft Office, Excel etc    
Attention to detail and accuracy in approach to work    
Ability to prioritise workload and manage conflicting priorities and 
meet challenging deadlines 

   

Excellent written and verbal communication    
Highly developed interpersonal skills    
An ability to interpret legislation and regulations    
An ability to follow instruction    
Ability to lead by example    
Personal Qualities/Skills 

Excellent interpersonal skills     
Excellent organisational skills with an ability to use initiative 
appropriately and to work independently 

   

Ability to cope with change in a dynamic environment    
Sociable, confident and a communicator with professional presence    
Self-motivated    
Commitment to a high educational, professional and personal 
standards 

   

Respect for young people and their needs    
Commitment to equal opportunities    
Ability to keep calm under pressure    
To have strong awareness of professionalism and confidentiality    
To have a good sense of humour    
Special Requirements 

Excellent record of attendance and punctuality    
Comply with safe recruitment checks including DBS checks    
A desire to learn and develop    
A liking to for young people and a sense of fairness    
Smart appearance    
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Guidance Notes  
 

 Prior to applying: 
If you are unclear about any aspect of the application process or you would like any additional 
information about Edlington Victoria Academy, Exceed Learning Partnership or the role, then please 
contact:  The Principal, Mrs E Clark, 01709 851625 
 

              Informal Communication and visits to the Trust and Academies are strongly advised  

 
If you think you have the qualities and want to be part of a high-performing team, dedicated to 
providing the best possible educational opportunities for the young people of Doncaster, then 
please send your completed application form to: 

 
Email: LDyer@victoria.doncaster.sch.uk 
Post:   Edlington Victoria Academy, Edlington Lane, Edlington, Doncaster, DN12 1BN 

 
Appointment Process 

 

Closing Date for Applications: 
Friday 22nd July at 12pm 

 
Shortlisting for Candidates: 
Monday 25th July 2022 

 
Interviews:   

Wednesday 27th July 2022 
 
Should you decide to apply, please confirm your availability for these dates when submitting your 
application. 
 
References will only be taken up for shortlisted candidates who will be notified beforehand. Please 
contact each of your named referees to inform them that, if you are shortlisted, we will request a 
reference prior to the interview. 

 
Please note that providing false information as part of your application may lead to a withdrawal of 
any conditional offer of employment, or disciplinary procedures potentially leading to dismissal 
without notice if you have already 

  
 

 



 


