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JOB DESCRIPTION 

 
BUSINESS ADMINISTRATION APPRENTICE 

Grade/Salary: £168.75 per week (37.5 hours) plus appropriate holiday pay 
 
Contract Type: Apprentice 

 
Contract Term: Apprenticeship 

 
Reports to: PA to the Principal 
 
Business Administration Apprentice – overview and purpose 
 
The King’s Academy has a moral imperative to provide consistently excellent schooling to the 
children of the surrounding communities, and is making strong progress on a rapid pathway 
to this being established.  Our students benefit from a range of excellent opportunities for 
self-development throughout their time with us and we have a strong commitment to the 
development of our hard working and skilled staff, who are critical to our success. 
 
The work of our administration team, under the oversight of the Business Manager, enables 
the smooth and efficient operation of the school in pursuit of our overall aim to deliver a first-
class, character based education to our students and their families.  We are now looking for 
an apprentice administrator (level 3) to join this team.  This role will provide a fantastic 
opportunity for the right person to develop their all-round administration skills and 
experience in a fast paced and professional school environment, whilst also receiving off-the-
job training leading to a level 3 qualification in Business Administration. 
 
The apprentice will be mentored by the PA to the Principal but will benefit from a structured 
development programme across all administrative areas which enable the school to operate 
effectively, including pastoral, sixth form, front of house, academic, finance, human resources 
and SEND, working closely with and learning from our experienced and supportive team.  No 
two days in school are the same and so one day could see you professionally handling 
telephone calls and visitors to the Academy, whilst on another you could be helping to plan 
the logistics of our activities week, providing reports for parents’ evenings or producing 
communications to parents.  We expect that during their time with us, the apprentice will 
learn a full range of business administration skills, with opportunities to develop skills in 
customer service, using IT applications, handling telephone calls and dealing with 
correspondence, writing communications, scheduling meetings and data management, whilst 
also developing the softer skills which are necessary for success in the workplace today. 
 
We are therefore looking to appoint someone with development potential to the role - 
someone with an excellent school record who is eager to learn in the world of work; can 
demonstrate a high level of personal motivation and commitment; willing to get involved in 
all aspects of the work of the team and able to learn from their successes and failures; who 
enjoys being in a purposeful and fast paced environment; is polite and well-mannered; and 
takes pride in their appearance and in completing tasks to the best of their ability. 
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In return, we can offer you a great opportunity to begin your career in business administration 
alongside receiving off the job training which can open up many future employment 
opportunities to you, together with the satisfaction of knowing that your contribution will 
make a difference to the lives of our students and their families.  Subject to a probationary 
period and meeting performance targets, you will be employed by The Emmanuel Schools 
Foundation on an apprentice contract for the duration of the apprenticeship.  Opportunities 
for future progression and development may be available on completion.  We are unable to 
guarantee future employment, although we believe that the skills, knowledge and experience 
gained with us will provide a very good springboard to many other employment 
opportunities. 
 
The King’s Academy, Middlesbrough (by North York Moors National Park, and commutable 
from York, Newcastle, Durham, Ripon, Richmond, Thirsk) has the following key features: 

• Distinct Christian ethos, with highly diverse intake  
• Strong track record of students’ achievement at all stages  
• Excellent student behaviour throughout the Academy  
• Focus on ‘character first’ education  
• Large and expanding Sixth Form  
• Unique inclusion policy: specialist provision (c.10% of entry) for visual and hearing 

impairment and higher learning needs  
• Superb opportunities for CPD and rapid career progression 

The King’s Academy takes its responsibility for safeguarding children very seriously and 
successful applications will be subject to an Enhanced Disclosure via the DBS, along with 
standard pre-employment safeguarding checks. 
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Person Specification 
 

 CRITERIA Essential 
/ 
Desirable 

Qualifications Good levels of literacy and numeracy evidenced by GCSEs (or 
equivalent) in Maths and English at grade 4/ C or higher 

E 

Excellent school record with a good academic performance (5 GCSEs 
at grade 4/ C or higher) and exemplary school reports/ reference 

E 

Personal 
Qualities 

Exceptional levels of personal integrity, discretion, honesty and 
reliability 

E 

Conscientious and diligent work ethic with an attention to detail, 
persevering and doing their best in all tasks 

E 

Pro-active in using initiative, being inquisitive and willing to learn 
and not afraid to learn from their successes and failures 

E 

Willingness to get involved in a range of activities, some of which will 
be more exciting and interesting than others, with a view to learning 
and developing 

E 

Able to think whether there are better ways of doing tasks and 
suggest alternatives 

D 

Self-motivated and personally resilient E 

Commitment to the Academy’s Christian ethos and educational 
purpose 

E 

Can deal effectively and calmly with emergencies, should they arise E 

Flexibility, on occasions and within reason, in approach to working 
hours 

D 

Contribute to and share in the corporate life of the Academy E 

Skills Organised and enjoys working under pressure on different tasks to 
varying deadlines 

E 

Able to communicate confidently and accurately in person, by phone 
and in writing with a wide range of people, projecting a friendly and 
professional image for the Academy 

E 

Competent in using Microsoft applications (esp. Word, Excel, 
PowerPoint) and databases (and able to learn new systems quickly) 

E 

Good grasp of social media and the ways in which it can be used to 
raise awareness and profile 

D 

Able to work effectively as part of a flexible team E 

Experience Given the nature of the role, we don’t expect candidates to have 
existing administrative experience; however any relevant work 
experience e.g. holiday/ weekend jobs etc will be considered 
favourably 

D 

Knowledge Understanding of the importance of safeguarding in schools D 

Appreciation of administrative and school systems and processes D 
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Job Description 
 
We aspire to provide a high quality, broad opportunity for the person appointed to the 
apprentice role to develop their skills, knowledge and experience in business administration 
in an educational context.  This will include a range of activities across the administrative 
functions of the Academy.  As this development occurs, the apprentice will be provided with 
increasing responsibilities.  The list below provides an indication of the areas which the 
apprentice may get involved in and the skills which will be developed: 
 
Areas 
 

• Pastoral 

• Front of House/ Reception 

• Academic 

• Admissions 

• Attendance 

• Finance/ Lettings 

• Sixth Form 

• Human Resources 

• SEND 

 
Responsibilities 
 

• Assisting with the organisation of special events/ trips 

• Using various MIS systems e.g. for HR and student data 

• Answering phone calls and welcoming visitors to the Academy 

• Handling lettings queries 

• Operating the school meals system 

• Student records data processing and production 

• Preparing documents and sending e-mails 

• Production of reports and processing of amendments 

• Attendance data management 

• Customer service and quality assurance 
 
General 
 

• Contribute to and share in the corporate life of the Academy 

• Ensure that health and safety and child protection regulations are observed at all 
times. 

• Any other duties as reasonably required by the Principal. 

• Limited flexibility with working hours including assisting with after-school events and 
on occasions other commitments beyond the usual working day, recognising the 
variable nature of workloads and deadlines.  It must also be noted that the Academy 
strongly recognises the fundamental importance of a private and family life, and of 
adequate rest and recreation. 

 
 


