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Dear Applicant,
Thank you for your interest in working at Bradford Academy.
We are clear in our vision:

Known by God
Valued as unique
Understood and accepted
Guided to be the best we can be
We are a shining light in our community
Using opportunities to change our lives and those of others
“A city on a hill cannot be hidden”
Our mission is to make a difference.

Are you ready to change your life and those of others? If so, Bradford Academy is an exciting place to make a
difference.

We are a “Good” school, as recognised by Ofsted in both 2013 and 2017. When you visit us, you will see the impact
our passionate and ambitious staff have on child from age 2 years old to 18. Every aspect of our provision; Early
years, Primary, Secondary and Post 16 is good, and we are rightly proud of the difference we make every day to the
lives of over 1800 young people in Bradford. You can read our full report on the Ofsted section of our website.

As a Church of England Academy, we believe that a commitment to developing the faith and spirituality of our
learners is of vital importance when working at the academy. Our moral purpose guides us to ensure that every
learner can be the best they can be spiritually and personally as well as academically. We believe that we make a
difference not only within but out in the local community. This was recognised by being awarded a TES award for
Community and Collaboration.

We have two resourced provisions in our Secondary Phase (DSP); one for Physical Disability and one for Autism. This
reflects our passion for creating a truly inclusive school that reflects society and develops compassionate,
understanding children and young people.

Staff who work at Bradford Academy benefit from support, challenge and investment. We understand how valuable
our staff team are and strive to give them all the tools they need to excel in their chosen field. As a member of our
team, you will benefit from CPD that was recognised as exemplary, receiving a Platinum level Professional
Development Quality Mark from University College London. We value our staff’s wellbeing and believe that Bradford
Academy is an exciting and worthwhile place to work.

If you feel you share our vision for improving the lives of young people and have the tenacity, resilience and
commitment to be a part of our journey then submit your application or contact us to arrange a visit. We would love
to get to know you better.

Yours sincerely

Mrs Mel Saville
Executive Principal

For more information contact our HR department on 01274 256789 or email recruitment@bradfordacademy.co.uk
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Job description: Administrative Assistant

Bradford Academy is committed to creating a diverse workforce. We will consider all qualified applicants for
employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy,
maternity, age, disability, marriage or civil partnership.

Job details
Salary: SCP 4 - £21,311

Hours: 37 Hours per week
Contract type: Full-time

Reporting to: Office Manager

Main purpose

The administrative assistant/officer is responsible for supporting with the administrative, financial and organisational
processes within the school. They will also act as the initial point of contact for parents, visitors and other
stakeholders so will be an ambassador for the school and embody the value, vision and ethos of the school in all
interactions.

Duties and responsibilities

General administration

? Update manual and computerised record/information systems
2 Work flexibly as part of a team.

? Assist with managing the school’s email inbox, ensuring the school meets its expected response times and emails
are forwarded to the relevant staff member as necessary

? Manage and organise completed forms from parents

? Report any issues with the school’s IT systems

? Organise and distribute incoming and outgoing post

? Provide administrative support to staff as needed

2 Order, monitor and manage stock, ensuring best value following the school’s purchasing processes

2 Carry out filing, printing and photocopying. Maintain the operation of the printer and photocopier to ensure it’s
ready to use at all times, resolving any issues as necessary

? Assist with organising parents’ evenings and other meetings and events, including the organisation of rooms and
equipment, and providing refreshments as required

? Keep records in accordance with the school’s record retention schedule and data protection law, ensuring
information security and confidentiality at all times.

Other areas of responsibility
? Read and follow the relevant school policies
2 Undertake training required to develop in the role
? Ensure all duties and responsibilities are undertaken in line with the school’s health and safety policy

? Contribute to the safety of children and young people and protect them from harm



| _|
L a BRADFORDACADEMY
3 TRUST

Person specification

CRITERIA QUALITIES

Qualifications = e First aid training (or willingness to complete it)

and trainin
& o GCSE Grade C or above in Mathematics and English

Experience e Carrying out administrative tasks
e Dealing with face-to-face and telephone interactions from a wide range of people
e Working with children or young people

e Working and collaborating within a team

Skills and e Good oral and written communications skills
knowledge e Ability to respond quickly and effectively to issues that arise
o Ability to plan, organise and prioritise to meet deadlines

e Ability to use own initiative and take action accordingly

e Excellent attention to detail

o Ability to use IT packages including word processing, spreadsheets and presentation
software

e Ability to use relevant office equipment effectively
o Ability to build effective working relationships with colleagues
e Understanding of data protection and confidentiality

e Understanding of safeguarding

Personal e Commitment to promoting the ethos and values of the school and getting the best
qualities outcomes for all pupils

e Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the
assets, financial probity and reputation of the school

o Ability to work under pressure and prioritise effectively
e Commitment to maintaining confidentiality at all times
e Commitment to safeguarding and equality

e Embraces change well

e Deals with difficult situations effectively

Notes:
This job description may be amended at any time in consultation with the postholder.
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If you don’t have all of the experience listed above but are interested in applying, contact
HR@bradfordacademy.co.uk

Last review date:

Next review date:

line manager’s signature:

Date:

Postholder’s signature:

Date:
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Information for Applicants

Safeguarding

Bradford Academy is committed to safeguarding and promoting the welfare of children and vulnerable
adults and expects all staff and volunteers to share in this commitment. All successful candidates will
be expected to undergo an enhanced DBS check and any offer of employment will be subject to its
return plus receiving satisfactory references, children’s barred list check and section 128 check (where
relevant). Please see our DBS Policy in the Academy Info/Policies area for our policy pertaining to the
recruitment of ex-offenders.

It is an offence to apply for a role if you are barred from engaging in regulated activity relevant to
children.

In accordance with Keeping Children Safe in Education the Academy will carry out an online search as
part of due diligence on shortlisted applicants. This will be undertaken in accordance with Data
Protection Act and the Equality Act.

Job Description

This tells you the main responsibilities of the post and explains what we are looking for. It tells you
about the personal and professional qualities you need for this post. These criteria will be used to
make the appointment.

Person Specification
This specification sets out which criteria will be used to shortlist candidates for interview.
Visiting

We welcome informal visits from all Applicants before they apply. If you wish to do so, please
contact recruitment@BradfordAcademy.co.uk to arrange an appointment.

Applying

If you decide to apply for this post please complete the enclosed application form. Your formal letter
of application (supporting statement) should be no longer than 3 sides of A4 and should address the
selection criteria and competences detailed in the person specification. The Academy must receive a
signed copy of the form.

Please email to;

recruitment@BradfordAcademy.co.uk

Or
Post to HR, Bradford Academy, Teasdale Street, Bradford, BD4 7QJ.
Interviews

Shortlisted candidates will be contacted within two weeks of the closing date.
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