
 

 
 
 
 
 

ADMINISTRATIVE ASSISTANT – Data and Examinations 
Part Time (Monday to Friday, 9am - 2.30pm) 

Permanent 
Grade 5, points 9-11 

£15,807 - £16,492 (68% FTE) 
£10,748 - £11,214  actual salary 

To start as soon as possible 
 
If you are looking to join a friendly and supportive group of people committed to the 
success of the young people they work with, then this is the school for you. 
 
We are currently looking to appoint a motivated and efficient Administrative Assistant 
to join our Data and Examinations team on a part time basis. The successful 
candidate will be able to work to a high standard with minimum supervision and 
provide confidential,  effective, efficient and flexible administrative support. 
 
The post will include: 
 

 providing specific administrative support in relation to the administration of 
data and examinations 

 producing a range of documents from a variety of sources, using various 
software packages (e.g. Access, Excel, Publisher and Word) 

 developing and maintaining high quality administrative procedures and 
systems 

 efficient and effective filing of documentation 

 answering standard enquiries by telephone or in person from 
parents/pupils/other employees 
 



 

Essential requirements:   
 

 Good general standard of education, including English and Maths at GCSE or 
equivalent 

 Word processing and ICT skills – able to use a range of database and 
software packages 

 Good communication skills – both oral and written 

 Good time management skills – be able to prioritise work 

 Experience working in a school setting would be desirable but is not essential 
 

It is a very exciting time to join us as we look to progress and build on our previous 
successes. We have recently expanded as a school, and consequently we have 
invested heavily in new resources and building works offering excellent facilities to 
our students.  
 
If you are interested in applying for this post and for more detailed information about 
the school, the post and to apply, please contact Mike Sherwin on the below details. 
Please note that a formal application is required on the school application form and a 
CV will not be considered.   
 
 
T: 0116 253 2389 / 07525 889925 
E: southwigston@hays.com  

W: www.hays.co.uk/jobs/southwigston  
 
Closing date: 10am Friday 22nd September 2017  
 
Due to the nature of the support given in this post (data and examinations), the 
successful candidate will be required to work additional hours during exam periods 
and occasionally during school holidays. 
 
 
All applicants will be subject to rigorous scrutiny and the successful candidate will be 

subject to a DBS check. 
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