SPRINGHILL CATHOLIC PRIMARY SCHOOL

We strive to achieve excellence in all that we do as we follow the Gospel values of Jesus Christ.
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Together, we will do our best for Jesus.
ENGLISH HUB – ADMINISTATIVE ASSISTANT


This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment


JOB DESCRIPTION:	English Hub – Administrative Assistant

MAIN PURPOSE OF THE JOB

To provide efficient and professional administrative support to Springhill English Hub, enabling the effective delivery of the DfE English Hub programme. This position will support partner engagement, training coordination, data management, and reporting, ensuring high standards of organisation, communication, and compliance.

Duties and responsibilities
Administrative Support
· Provide administrative support for the delivery of Springhill English Hub programmes, including intensive support, audits, and showcase events. This will include but not be limited to:
· Coordinating English Hub staff diaries and maintaining the staff planner
· Liaising with Hub staff to arrange, book and pay for travel
· Monitoring the English Hub e-mail and responding to routine enquiries or passing to the relevant English Hub staff member.
· Receiving queries relating to the English Hub by telephone.
· Maintain accurate records of English Hub support provided.
· Support the coordination of school audits, visits, and follow-up actions
Training & Event Coordination
· Organise English Hub training sessions (face-to-face and online), including: 
· Booking venues/rooms
· Advertising events– via social media / English Hub website and other sources
· Preparing materials and registers
· Managing invitations and confirmations
· ‘Meeting and greeting’ Hub guests- ensuring safeguarding procures are followed
· Liaise with partner schools, Literacy Specialists, and external trainers
· Track attendance and participation for reporting purposes
Data Management & Reporting
· Maintain databases relating to: 
· Partner schools
· Phonics funding allocations
· Intensive support programmes
· Assist with monthly, termly and annual reporting required by the DfE
· Ensure accurate and timely data entry and audit trails
Finance & Funding Administration
· Support the Hub finance team, as required. This is likely to include:
· Monitoring invoices received from supported schools and follow up with schools
· Checking invoices for accuracy
· Provision of school data to support the preparation of the various financial returns. 
Communication & Stakeholder Engagement
· Act as one of the key points of contact for partner schools and stakeholders
· Manage the English Hub inbox and respond to enquiries professionally
· Support the production of newsletters, updates, and website content
· Maintain up-to-date contact lists
Compliance & Safeguarding
· Ensure all records are maintained in line with GDPR and confidentiality requirements
· Support audit readiness by maintaining clear and organised documentation
· Uphold the school’s safeguarding and child protection policies
General Office Duties
· Provide general administrative support to the English Hub Lead and team
· Support reception/office duties where required
· Undertake other reasonable duties in line with the role
Professional development
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
· Take part in the school’s appraisal procedures

Safeguarding 
This school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
· Promote the safeguarding of all pupils in the school
· Abide by the staff code of conduct



· Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role.
· 

Person Specification – Learning Support Assistant 
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable

	Qualifications & Training
	GCSEs (or equivalent) including English and Maths 
Proven experience in an administrative role 
Strong IT skills, including Microsoft Office (excellent Excel, Word, Outlook skills)

	Knowledge of financial/admin systems used in schools (e.g. SIMS, Arbor, or similar)
Experience of working with Databases.


	Personal qualities

	Professional, reliable, and proactive, solution -focused approach 
Ability to work independently and as part of a team 
Strong interpersonal skills and customer service focus 
Flexible and adaptable to changing priorities
	

	Knowledge understanding and skills
	Strong organisational skills and attention to detail 
Excellent written and verbal communication skills 
Ability to manage multiple tasks and meet deadlines 
Good data management and record-keeping skills 
Understanding of confidentiality and data protection
Previous experience in an administrative role.
	Experience working in a school or educational setting 
Familiarity with English Hub programmes or literacy initiatives 
Experience organising events or training sessions
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