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Do You Enjoy Making A Difference? 

Our fabulous staff, students and parents need you! 

 
We have a wonderful opportunity for someone to join our ‘brilliant’ Admin Team.  
 
Based in the ‘Year 10 Office’ along with the Pastoral Manager and Head of Year, you will be a flexible 
team player, as well as being able to work on your own initiative working to support the changing 
needs of the Academy.  This can be a noisy and busy office and you will be used to working in a fast-
paced environment and still have the ability to have attention to detail and cope with a variety of 
tasks with a smile.   
 
Applicants should possess proven computer skills and a clear professional telephone manner.  A 
knowledge of SIMs, reporting and safeguarding are preferable, although training can be provided for 
the right candidate. Experience within a school attendance role may also be an advantage.  The 
successful candidate will be required to undertake First Aid at Work training and show a commitment 
to further professional development. 
 
If you feel that this is you, you have the necessary skills and feel that you could bring that ‘something 
extra’ to the team, we very much welcome your application. 
 
We offer a friendly ‘family’ workplace and we are committed to staff wellbeing and work-life balance. 
 
Hours and Basis: 37 hours per week, term-time only plus 3 days in the Academy holidays 
 
Salary: Equivalent to NJC Scales 2/3 (Points 3-6) £20,812- £21,968 per annum pro rata Point 3 
currently £20,812 per annum pro rata (actual salary £18,090.43 per annum) 
 
Closing date: 9.00am on Wednesday 4th January 2023 
 
Interviews will be held on: Monday 9th January 2023 
 
For further information, please visit our website www.bexhillacademy.org or if you have any questions please 
contact academyhr@bexhillacademy.org  

 
Please email completed Academy application forms to academyhr@bexhillacademy.org   Please 
note that we do not accept CVs or applications via agencies. 
 
The Academy is committed to safeguarding and promoting the welfare of children and young people and expects all 

staff and volunteers to share this commitment.  

The successful applicant will be subject to an Enhanced DBS check. 

“Be Brilliant Today” Academy Administrative Assistant  
Required as soon as possible 
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