
Senior Academy Administration Officer

Salary / grade range SCP 15-19

Location Co-op Academy Leeds

Reports to Academy Administration Team Leader / Vice Principal

Purpose of role:
To supervise the daily operations of the Academy Administration Team, ensuring key tasks are
completed and levels of support are maintained for each of the Academy’s departments. Working
with Subject Leaders to develop support offered by the Academy’s Administration Team. Taking a
lead role in the design and delivery of the Academy’s internal and external communications,
including those published on the Academy’s webpages.

Key accountabilities (and specific duties / responsibilities):

Administration

● To work closely with the Vice Principal and Academy Administration Team Leader to train,
develop and engage the Academy Administration Officers, championing their role in the
Academy.

● To supervise the work of the Academy Administration Officers, acting as a point of
escalation and taking responsibility for the management of the team’s workload to ensure
service levels are maintained.

● To deputise for the Academy Administration Team Leader as a main point of contact for
leadership and teaching colleagues for queries related to all administration, cover,
admissions and timetabling.

Website and Communications

● To work closely with the Trust’s Communications Team to maintain the Academy’s website
and social media content, liaising with colleagues across the Academy to collate content
and relevant information.

● To support teaching and department colleagues with the design and digitalisation of
teaching and learning resources for our students.

● Be responsible for ensuring that all materials produced by the Academy are in line with
Trust’s branding and design requirements - i.e. promotions for events, school displays and
booklets.

1



Admissions and Exclusion

● To work closely with the Academy Administration Team Leader on the admissions and
exclusions procedures, ensuring necessary administration tasks are completed on time and
in accordance with relevant policies.

Exams

● To support the Exams Officer with the coordination and facilitation of student examinations
throughout the year, as required.

Cover

● To deputise for the Academy Administration Team Leader when required to provide cover
for absent colleagues, liaising with external agencies and using the Academy’s cover
system to ensure compliance with safeguarding practices.

● Ensure that cover work is prepared, collated and distributed to supply colleagues, liaising
with Subject Leaders when required.

Timetable and Curriculum Development

● Deputising for the Academy Administration Team Leader in the production of timetables on
the timetabling system.

● When required, rewriting and making adjustments to timetables.
● Responding to queries from colleagues regarding timetables and supporting the distribution

of timetables.

General

● Compliance with all school policies and procedures, including the safeguarding and child
protection policies and prevent duty.

● To contribute to the smooth operation of the Academy through the duty system.
● Develop positive working relationships with all staff.
● To engage actively in performance management review(s).
● To take part in the Academy’s staff development programme by participating in

arrangements for further training and professional development.
● Be a visible, proactive presence around the Academy, promoting positive behaviour and

ensuring the smooth day-to-day running of the academy.
● Model Co-op Academies Trust’s co-operative values and behaviours.

This job description will be reviewed as appropriate and may be subject to amendment or
modification at any time. It is not a comprehensive statement of procedures and tasks, but sets out
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the main expectations of the Academy in relation to the post holder’s professional responsibilities
and duties.

Personal attributes required (based on job description):

Attributes All attributes are
essential, unless
indicated below as
‘desirable’

How measured,
e.g. application
form (A),
interview (I)

Qualifications
● GCSE Grade C or an equivalent qualification in

Maths and English
● Evidence of continuous professional development

Experience
● Experience of working with young people and

behaviour management
● Experience of administration in fast paced

environment
● Able to complete complex tasks with autonomy
● Evidence of responding to queries in a

professional manner
● Able to effectively manage competing priorities
● Experience of working within an educational or

service sector organisation

Desirable

Skills, Ability, Knowledge
● Excellent organisational and administrative skills
● Excellent oral and written communication skills
● Able to build relationships with young people and

demonstrate sensitivity to the varying needs of
students.

● Excellent ICT skills and confidence when using
systems.

● Strong understanding of GDPR
● Accuracy and attention to detail
● An ability to communicate effectively with the full

range of stakeholders
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● Understanding of branding and communications in
a large organisation

Personal Qualities
● Innovative and adaptable, with a proactive

approach
● Good team member, committed to collaborative

working
● Ability to set and maintain standards as a role

model for students
● Willingness to participate in the wider life of the

school
● Able to manage conflicting priorities and changing

requirements in line with Co-operative values and
principles.

● A commitment to the child protection and
safeguarding of children and young people.

This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim
to create a culture, environment and practices at all levels which encompass acceptance, respect and
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles, and the Ways of Being Co-op.
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