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ADMIN ASSISTANT 
 

Ash Green School  

Required ASAP 
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Dear Colleague 
Thank you for your interest in the role of Maths 

Intervention Coach at Ash Green School.  

Ash Green School joined Creative Education Trust 

in January 2012. Our network consists of eleven 

secondary and six primary academies in the 

Midlands and Norfolk plus a central team. Further 

schools are in the pipeline and our medium-term 

ambition is to be a trust of 25 schools. 

At Ash Green School we strive for the extraordinary every day - in big moments of 

academic achievement and extra-curricular success or moments of self-perseverance, 

in acts of kindness and of community.  

We have incredible students at Ash Green School. Our students are 

engaging, inquisitive and are very proud to be Ash Green Students. 

Equally impressive are our staff who work tirelessly to achieve our 

excellent results and to help each student truly achieve their best. As the 

Principal I am proud to have such wonderful colleagues and I am grateful 

for the life chances they are giving our young people. 

We place a premium on the relationships between students, parents and 

carers which we view as fundamental to the success of the school. 

Working in partnership we work hard to ensure that students enjoy their 

time at Ash Green School. Students make outstanding progress and leave 

as highly qualified, successful, resilient young people who have the skills 

and capabilities to overcome the complex challenges of modern life. 

As a Creative Education Trust School, we are constantly challenged to do 

better by our students are supported in our ambitions by highly successful 

professionals who really understand what it takes to succeed in the world 

of education, design and commerce.  Since joining the Creative Education 

Trust in January 2012 the academy has been on an incredible journey.  It 

was graded ‘Good@ by Ofsted in March 2017 and has maintained its 

position as one of the top education providers locally; we are comfortably 

oversubscribed and have a vibrant, growing Sixth Form. 

This is a fantastic time to join the ambitious and caring learning community 

at Ash Green School.  Visits are warmly welcomed and we encourage you 

to come and see the academy in action and to meet our wonderful students.  If you are 

interested in this unique role, aspire to join an exceptionally talented staff body then we 

look forward to hearing from you. 

 

 

 

Mr Harry French 

Principal 

 

 

“We strive for the 
extraordinary every 
day – in big 
moments of 
academic 
achievement and 
extra-curricular 
success, self-
perseverance or acts 
of community” 
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ABOUT 
CREATIVE 
EDUCATION 
TRUST 
 

Creative Education Trust inspires and enables young people to build 

successful lives on foundations of learning, resilience and employability. We 

believe that a rewarding educational experience and the highest possible 

qualifications are the best way to ensure social mobility for young people. 

Creative Education Trust is a growing multi-academy trust educating over 13,000 

children in England. It was established in 2010 to work in England’s post-industrial 

cities and coastal towns: areas of economic disadvantage and with a history of 

academic underachievement. We transform these schools by integrating a knowledge-

rich curriculum with skills and creativity. 

Creative Education Trust defines creativity as the ability to find connections between 

the things we know and turn these connections into new ideas and action. The 

academic arts and the sciences, practical subjects and life skills all need this 

creativity, and creativity is valued highly by employers. Our staff and expert advisers 

use imaginative methods for linking knowledge across subject boundaries, fostering 

personal development and resilience and developing practical skills that prepare  

students for their transition to adult life and employment. 

 

 Raise their attainment in exams and 
tests through outstanding teaching 

 Make them intellectually curious with a 
sense of confidence 

 Increase their participation in HE, FE 
and apprenticeships 

 Ensure they have employable skills and 
attitudes 

 Create rounded individuals through a 
wide choice of co-curricular activities 

 Educational rigour 

 Organisational effectiveness 

 Financial efficiency 

 Partnership & recognition of local identity 

 Respect for autonomous leadership 

 Quality not quantity 

 Promoting practical creativity 
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ABOUT 
ASH GREEN 
SCHOOL 
 

 

At Ash Green School we are committed to raising standards of achievement 
and ensuring that every child will achieve their full potential and strive for 
excellence. Our work is to secure a positive, productive, safe and enjoyable 
learning environment. 
 
We have simple ‘Everyday Expectations’ which we expect all of our students to 
follow. Good behaviour and firm discipline are the basis of a happy and productive 
learning environment, so we set high expectations for the standards of behaviour 
we expect in our school. 
 
Our School culture celebrates hard work and accomplishment in all aspects of 
school life, backed up by a system of rewards and celebration assemblies that 
recognise the very best of our students’ academic, social, creative and sporting 
progress. 
 
 

 

Our on-site facilities include: 

 Sports fields including 5-a-side football pitches; 

 Multi-Use Games Area marked up for netball and football; 

 Lecture Theatre with sound system and projector; 

 Hall complete with tiered seating; 

 Interactive whiteboards in every classroom; 

 Open-plan library with wide range of reading materials 

 A new spacious 14 classroom block and office’s opened in September 2018 

 

 

  To see full details of the school performance data please visit:  
https://www.compare-school-performance.service.gov.uk/school/139068/Ash Green-academy 

Ash Green School is a Good School with Outstanding 
features 

 

 
OFSTED MAY 2017: GOOD 
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SUPPORT  
FOR OUR  
STAFF 
 

 

 

 

 

 

PROFESSIONAL DEVELOPMENT 
 

 We ensure that CPD is closely tailored to the needs of our teachers by              
linking it closely to their feedback.  

 

 We do not operate a CPD hierarchy, we believe that we can all learn from          
each other regardless of experience. 

 

 CPD is delivered through structured training days and twilight sessions with 
days  off in lieu.  

 

 Our Pedagogy Improvement Team (PIT) provide in house expertise on all 
aspects of educational practice, supported by a host of external experts 
provided by our Sponsor, The Creative Education Trust. 

 

 We tier our support carefully to support teachers who are struggling and 
provide time for improvements to take hold. 

 

 We work closely with Ambition School Leadership and provide aspiring middle 
and senior leaders with focused leadership development opportunities paid for 
by the Creative Education Trust. 

 

WE ALL PURSUE A STRONG WORK LIFE BALANCE 
 

 Our staff are encouraged to make time for themselves and their families. 
 

 There are no expectations for teachers to answer emails outside of working 
hours and particularly at weekends. 

 

 Our Senior Managers are constantly working to streamline our systems so that 
they work better and save more time – we strive to only do things that are 
going to make a difference. 

 

 We openly consult with staff over significant changes which will impact on their 
working practices. 

 

 We have a strong culture of peer-to-peer praise through our weekly ‘Ash Green 
Gurus’ reward cards. 

 

 We provide all of our staff with a half termly opportunity to participate in expert 
professional supervision – we encourage our staff to talk, keeping things to 
yourself is not a sign of strength. 

 

 We have an ‘Open Door’ to Senior Leadership – no concern is too small. 
 

 We run seasonal events that allow students and staff to show their less serious 
sides e.g. Own-clothes days, Christmas Jumpers and World Book Day. 

 

 We provide our staff countless opportunities to get involved in the life of the 
school including Duke of Edinburgh Award and international visits and 
exchange opportunities. Recent activities include an exchange to China, visits 
to Ghana, Barcelona, Belgium and the USA
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ADMIN ASSISTANT  
JOB DESCRIPTION AND PERSON 
SPECIFICATION 
 
 

LOCATION 

Ash Green School, Coventry 
 

SALARY 

Scale D (£18,065 - £18,426 (pro rated to £15,469 - £15,778) 

Term time + 5 TTD 
 

REPORTING LINES 

Learning Team Leader - Maths 
 

JOB PURPOSE  
 

Job purpose 

 

To provide general administrative support to the Principal, Vice-Principals and members of the Senior 

Leadership Team, to ensure smooth running of the office and an efficient and professional service to the 

main reception. 

 

RESPONSIBILITES 

 

Administration 

 

 Provide clerical support to the school’s Principal, Vice-Principals and SLT under the direction of the 
Principals PA.   

 Update the daily briefing on MS Sharepoint. 

 Maintain school trips calendar, advise SLT and where directed support the completion of trip planning as 
required 

 Manage SLT Teams account 

 Minute weekly SLT meetings 

 Maintain diaries of Vice Principals and Assistant Principals 

 Track the completion and upload of all Line Management meetings 

 Update fortnightly calendar and staff bulletin 

 Set up parent meetings and take minutes 

 Assist with Student Investigation process 

 Maintain behaviour folders and update spreadsheets 

 Assist with the recording of the attendance/absence for staff and communicating the outcome of leave 
requests, providing truancy support if needed. 

 Word process documents, spreadsheets and undertake desktop publishing as and when required.  

 Undertake photocopying, filing and general office duties.  

 Provide administrative support within SIMS.net as required by the schools.  To enter, record, retrieve data, 
supply information in response to requests and make reports and returns required by a variety of different 
sources.    

 Support the PA in administrating the duty rota for staff and ensure that any gaps are identified and filled. 

 Update monthly spreadsheet, check user defined group & update user defined groups. 

 Run register reports. 
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SEN Support 

 

- EHCP admin and related paperwork 
- Processing, sending and updating SEN assessments 
- General SENDco admin support 

 

 

Examinations 

 

 Exam student seating cards prepare and cut. 

 Enlarge seating plans to A3/ crop to size. 

 Assist with displaying seating plans on the exam notice board. 

 Exam Invigilator (when requested) for support.  
 

Reception (when required/lunch/after school) 

 

 Receives visitors and deliveries/ goods, dealing with associated administration (security badges, 
signing delivery notes) 

 Showing visitors around (when needed) 

 Deal with routine enquires, providing general information about the school and it’s activates via 
phone, email and in person 

 Be a first point of contact for students/ pupils requiring help/ support and referring them to the 
appropriate staff in school. 

 Operating switch board and security gates 
 

This job description is not necessarily a comprehensive definition of the post, and the post holder will be 

required to undertake other duties appropriate to the grade and character of the work as directed. 

 

The job description will be reviewed at least once a year and it may be subject to modification or 

amendment at any time after consultation with the post holder.  

  

The duties may be varied to meet the changing demands of the school at the reasonable discretion of 

the Principal. 
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 ESSENTIAL DESIRABLE 

QUALIFICATIONS  Right to work in the UK 

 Maths and English GCSE at grade C or 
above (or equivalent) 

 

EXPERIENCE  Experience of providing direct customer care 
using a variety of methods, this must include 
communication of information.  

 Experience of working with the general public.  

 Experience of clerical work in a similar 
environment.  

 Experience of maintaining databases.   

 Previous experience of 
working in a school 
environment. 

 Experience with the 
school management 
and financial 
management systems 
and accurate entry of 
data.  

 Experience of child 
protection procedures.   

 
 

 
KNOWLEDGE AND 
UNDERSTANDING 

 

 Excellent working knowledge of Microsoft 
office: word, excel, PowerPoint 

 

 

 
SKILLS AND 
PERSONAL 
ATTRIBUTES 

 

 Excellent telephone manner. 

 Good interpersonal skills and be able to 
communicate effectively verbally and in writing. 

 Ability to work as an effective team member. 

 Ability to convey straightforward information, 
orally and in writing, to colleagues, pupils and 
parents. 

 Ability to convey information clearly and 
accurately. 

 Ability to maintain accurate records and filing 
systems. 

 Ability to work in an organised and methodical 
manner. 

 Excellent time management skills, and proven 
ability to deal with conflicting demands and 
manage priorities.   

 Ability to develop good relations with staff and 
pupils and the wider schools community.   

 Fast and accurate keyboard skills. 

 Ability to be effective in the face of difficult 
situations and pressure. 

 Ability to handle people at a variety of levels 
with politeness, sensitivity, tact and the need to 
respect confidentiality.   

 

 Working knowledge of 
school information 
management systems 
(SIMS) 

 
EQUAL 
OPPORTUNITIES 

 A demonstrable commitment to supporting and 
promoting safeguarding, student welfare, 
equality and diversity 

 

 
SAFEGUARDING 

 A thorough understanding of up-to-date 
safeguarding requirements and best practice 
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OTHER 
REQUIREMENTS 

 High expectations for every pupil and a proven 
track record of making a difference to the 
learning and experiences of pupils inside and 
outside the classroom. 

 

Creative Education Trust is committed to safeguarding and promoting the welfare of our children and young people and expects all staff and 
volunteers to share this commitment. The successful applicant will be required to undertake relevant safeguarding checks in line with 
Government safer recruitment guidelines.  

 

 

 
 

 


