
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 

School Administrator vacancy 

Thank you for your interest in our vacancy for a School Administrator at Northbourne.  We are looking for someone 

to join our supportive office team – made up of our School Business Manager and a second administrator - as soon as 

possible.  Our office is vibrant and lively, and, as such, this is a varied role; as outlined in the more detailed Job 

Description, on any given day you might provide administrative support to staff; maintain and update some of our 

many electronic information systems; be a first point of contact for parents and visitors as the friendly ‘face’ of our 

school; and provide First Aid and reassurance to children with bumps and scrapes. As such, we are looking to appoint 

someone with resilience, flexibility and patience; someone who can communicate effectively with colleagues, 

parents, children and other professionals; someone who can quickly re-prioritise and re-plan their day in light of 

unforeseen changes; and someone prepared to go the extra mile in a role which is fundamental to ensuring the 

successful running of our school. 

We are looking to appoint someone to work 3 days a week (2 days 8:30am – 3:30pm and 1 day 8:30 – 4pm), term-

time only.  While we can be flexible about which days these are, we require someone who is able to work each 

Friday. 

Our school 

Northbourne is a successful and over-subscribed one-and-a-half form entry primary school within the Oxford 

Diocesan Schools Trust (ODST) and Didcot partnership of schools. We currently have 315 children on roll across 

eleven classes, and a Nursery class with 2 sessions for up to 26 children each.  We have fifteen teachers and twenty 

Teaching Assistants working across the school.  The proportion of our children with Special Educational Needs (SEN) 

is in line with national figures, and the number of our children in receipt of Free School Meals is below that 

nationally.    

Our school is structured in 5 age-phase teams: Nursery; Lower School (3 classes – YR and Y1); Y2 (2 classes); Lower 

Key Stage Two (3 parallel Y3/4 classes); and Upper Key Stage Two (3 parallel Y5/6 classes).  Teachers from each team 

have planning time together each week; our well-established ethos of collaboration enables effective sharing of 

planning and ideas, and contributes to a well-embedded shared commitment to teamwork and mutual support. 

All of our staff are committed to our mission of nurturing excellence.  We have high expectations and high 

aspirations for all of our pupils, regardless of their background.  We believe that an exciting, motivating and practical 

curriculum, combined with explicitly stated high expectations, is fundamental in helping our pupils attain well and 

make good progress in all areas of school life.  Our team of talented, committed support staff all share this vision; the 

role of School Administrator is fundamental to us doing the very best we can to meet the needs of our whole school 

community. 

As well as having access to professional development opportunities co-ordinated through the unique county-wide 

teaching school alliance (OTSA), staff at Northbourne are able to take advantage of training, mentoring and peer 
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support within the growing Didcot partnership of schools.  Links between our schools are strong and well-embedded, 

enabling staff to grow professional networks beyond their individual schools.  Joining ODST has provided even 

further opportunities for networking and professional development by facilitating work with schools beyond our 

immediate locality. 

A job description and person specification is attached with this letter.  We would be delighted to discuss the post 

further with you; please us using the contact details above for more information.   The closing date for applications 

for this post is Tuesday 20th April 2021 at 9am. 

Thank you for your interest in Northbourne. 

Paul Shaughnessy 

Headteacher 

 


