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Welcome from the Chief Executive Officer 

Thank you for your interest in the position of Trust Administrative Assistant at Anglian 
Learning. 

We are an ambitious, outward looking multi-academy trust consisting of six secondary 
schools and eight primary schools.  We are also planning for the opening of a new primary 
school, north of Cambridge airport in September 2022.  We are passionate in our belief that 
all young people deserve to have access to an outstanding education; we are determined 
that this will be the case for all those in our communities. 

Anglian Learning has been founded on strong collaborative and trusting relationships, where 
everybody is committed to sharing their successes, but equally open to new ideas and 
alternative perspectives.  We are firmly committed to maintain the individual ethos of each 
school, whilst sharing the same core Trust values and goals. 

If you would like an informal discussion regarding this role, please contact Sarah Golding, 
Trust Marketing Manager and PA to the Executive Trust Leadership Team at 
sgolding@anglianlearning.org. 

I hope that you find the following information useful.  If you wish to apply for the role, please 
do so by completing the Anglian Learning Support Staff application form and send with a brief 
letter of application, outlining how your skills and experience will enable you to be successful 
in this role.  Please send your application to Kathryn Oliver, Director of HR at 
hr@anglianlearning.org. 

We look forward to receiving your application. 

Yours sincerely 

  

Jonathan Culpin 

Chief Executive Officer 

 

mailto:hr@anglianlearning.org
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Anglian Learning, a unique multi academy trust 

All members of our Trust share the firm belief that successful learning communities are 
underpinned by ambitious vision, trust and strong inspirational leadership at all levels of the 
organisation.  Through membership of Anglian Learning, these values are reinforced by 
working with like-minded schools, leaders and teachers, to make a difference to the lives of 
our children and young people.  We believe that we have a shared responsibility, through 
support and challenge, to ensure that all our academies can offer an outstanding education 
to all pupils.  We are committed to the best financial planning and clearest governance 
structure with a rigorous system of checks and balances to ensure our future development 
and growth. 

Anglian Learning is an innovative, ground-breaking partnership, formed by the voluntary 
merger of three highly successful secondary school academy trusts in Cambridgeshire; we 
recognised that uniting together as successful schools in one multi academy trust provided 
significantly enhanced capacity for mutual support and challenge.  The founding members of 
Anglian Learning are Bassingbourn Village College, Bottisham Village College, Sawston 
Village College and The Netherhall School and The Oakes College Cambridge.  We were 
joined in March 2018 by three primary schools, Fen Ditton, Stapleford.  A further secondary 
school, Joyce Frankland Academy, Newport, North Essex joined us in January 2020.  This 
was followed by four more primary schools, Howard, Linton Heights, Meadow and Pines 
along with another secondary school, Linton Village College joining us in April 2020.  Icknield 
Primary School joined us in April this year and our new primary school, Marleigh Primary 
Academy is due to open in September 2022. 

We are committed to providing outstanding academies which are a source of pride for the 
communities that they serve. 

We aim to achieve this by raising the educational attainment of all our young people and 
using the collective energy and cross-school educational fertilisation within the Trust to 
improve life chances by: 

• Developing a dynamic and inspirational culture for teaching and learning excellence. 

• Providing pupils with stimulating and valuable enrichment opportunities across the 
curriculum. 

• Building a curriculum and assessment structure that will enable teachers, pupils and 
parents to celebrate success and respond swiftly to challenge. 

• Encouraging innovation and risk-taking through a focus on research and best practice 
locally, nationally and internationally. 

• Promoting, enabling and supporting leadership at all levels to flourish in individual 
schools and across the Trust. 

• Providing high quality professional learning opportunities for staff at all levels in the 
Trust 

The Trust Leadership Team comprises of a Chief Executive Officer, a Deputy CEO and 
Director of Secondary Education, with an Ofsted Inspector as Deputy CEO and Director of 
Primary Education and a Chief Operating Officer.  In addition, the Leadership Team 
comprises a Director of HR, Director of ICT, and a Director of Operations.  
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Trust Administrative Assistant 
required as soon as possible  

37 hours per week 
Salary: Scale 3 point 5 £19,312  

 
Requests for flexibility in working arrangements/patterns would be considered 

 
Location: Bottisham Village College 

 

Anglian Learning is a high-performing multi-academy trust.  The Trust currently supports 6 
secondary and 8 primary schools, educating over 7,000 pupils and employing more than 800 
staff.  Our schools are at the heart of their communities and as well as providing a broad, rich 
and vibrant curriculum to pupils they also provide sporting, community education and other 
facilities and opportunities to their local community. 
 
Anglian Learning has grown significantly with 6 schools joining the Trust last year and a 
further primary school joining us in April this year.  We are also planning for the opening of a 
new primary school, north of Cambridge airport in 2022. 
 
The Vacancy 
 
Do you have a passion for excellence and a flexible approach to working?  If so, we have a 
great opportunity for you as we seek to appoint an enthusiastic and proactive Administrative 
Assistant to this new Trust role.  Being a part of the business support provision for our central 
team, this varied role provides confidential administrative and personal assistant support to 
Directors, as well as assisting with the development of promotional materials under the 
direction of the Trust Marketing Manager and PA to the Executive Trust Leadership Team .   
 
The successful candidate will have a keen eye for detail, the ability to communicate with 
individuals across all levels, and be able to work on their own initiative whilst dealing with 
changing priorities.  A good working knowledge of Microsoft Office, particularly Word is 
required. 
 
If you would like an informal discussion regarding this role, please contact Sarah Golding, 
Trust Marketing Manager and PA to the Executive Trust Leadership Team at 
sgolding@anglianlearning.org. 
 
Application 
 
This role is equally suitable for someone wishing to take the first steps into a career in 
business administration or an experienced individual wishing to further develop their career.  
For further information please download the Trust Administrative Assistant Application Pack 
and an application form from https://anglianlearning.org/join-anglian-learning/vacancies/ 
  

https://anglianlearning.org/join-anglian-learning/vacancies/
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To apply for the role please complete the application form and send together with a letter of 
application of no more than 2 sides of A4, outlining how your skills and experience will enable 
you to be successful in this role.  Please send to Kathryn Oliver, Director of HR at 
hr@anglianlearning.org. 
 
CVs will not be accepted. 
 
 
Closing Date:       12 noon 4 October 2021 
 
Interview date:  13 October 2021 
 
Anglian Learning is committed to safeguarding and promoting the welfare of children, young 
people and vulnerable adults and we expect all staff to share this commitment and undergo 
appropriate checks.  Therefore, all posts within the Trust are subject to an enhanced 
Disclosure and Barring Services check.  The Trust welcomes applications from all, 
irrespective of gender, marital status, disability, race, age or sexual orientation. 
  

mailto:hr@anglianlearning.org
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Job Description 
Trust Administrative Assistant 
 
Anglian Learning is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. 

Post title Trust Administrative Assistant 

Hours of work 37 hours per week 

Salary scale Scale 3 point 5 £19,312  

Responsible to Trust Marketing Manager and PA to the Executive Trust 
Leadership Team 

Purpose 

• To provide confidential administrative and PA support to Directors of the central team 

• To assist in the promotion and organisation of Anglian Learning events. 

• To assist in producing promotional, recruitment and professional learning materials. 

Main Responsibilities 

1. Manage Directors diaries by assessing priority of appointments and arranging 
meetings. 

2. Provide a business support service by dealing with all incoming and outgoing routine 
and confidential correspondence, prioritising action and ensuring an efficient and 
appropriate response.  

3. Meet and greet visitors in a positive and capable manner. 

4. Liaise with outside agencies, educational establishments and other organisations on 
behalf of the Trust central team. 

5. Prepare agendas and meeting papers, taking notes of meetings and producing 
minutes when required.   

6. Provide administrative support for the professional learning centre. 

7. Accurately produce and format a wide variety of correspondence, documents, briefing 
papers, reports and presentations.  

8. Co-ordinate and produce, along with the Trust Marketing Manager and PA to the 
Executive Trust Leadership Team, the Trust Newsletters and other communication 
mediums, ensuring that they are formatted in accordance with Anglian Learning’s style 
guide.  

9. Maintain records including data management, photocopying and filing. 
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10. Organise Trust events, booking venues, diaries and co-ordinating attendees, and 
catering. 

11. Assist with keeping the Anglian Learning website up to date and relevant for the 
audience. 

12. Assist with the promotion of Anglian Learning through social media. 

13. Monitor stationery for the Trust central team and order supplies as necessary. 

14. Maintain a visible and professional presence and create excellent working relations 
amongst staff across the Trust. 

15. Any other duty as requested by the Trust Marketing Manager and PA to the Executive 
Trust Leadership Team which is commensurate with the post. 
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Person Specification 
Trust Administrative Assistant 
 

Anglian Learning is committed to safeguarding and promoting the welfare of children 
and young people and expect all staff and volunteers to share this commitment. 

Attribute Essential  
 

Desirable  
 

Education and 
Qualifications 

• Educated to GCSE Level with a 
good standard of literacy and 
general education 

• GCSE grade 5-9 in English and 
Maths 

• A Levels – grades A to 
C 

• Relevant office and 
administrative 
qualifications 

Experience • Experience of a working 
environment 

• Use of Microsoft Office particularly 
Word 

• Previous office 
experience 

• Experience of working in 
a school or college 
context 

Skills, 
Knowledge 
and Aptitudes  

 

• Accurate and fast typing skills 

• Ability to maintain records and files, 
handling confidential information in 
compliance with the organisation's 
procedures 

• Ability to produce accurate records 
and documents including emails, 
letters, reports. 

• Understanding and ability to apply 
social media solutions 
appropriately 

• Ability to make decisions based on 
sound reasoning. 

• Ability to deal with challenges in a 
mature way. Seeking advice of 
more experienced team members 
when appropriate 

• Ability to take responsibility for 
initiating and completing tasks, 
managing priorities and time in 
order to successfully meet 
deadlines.  
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• Ability to organise meetings and 
events, taking minutes during 
meetings and creating action logs 
as appropriate. 

• Ability to take responsibility for their 
own work and responsibility for 
their own development.  

• Ability to take responsibility for 
quality of projects delivered with a 
clear interest in seeing that projects 
are successfully completed.  

• Taking initiative to develop own 
skills and behaviours. 

• Ability to accept and deal with 
changing priorities. 

• Attention to detail  

Other 
requirements  

 

• Positive, proactive and flexible 
approach to working 

• The ability to establish effective 
working relationships at all levels 
within an organisation and external 
to an organisation  

• Enthusiastic, highly motivated with 
an enquiring mind and passion for 
excellence  

• A commitment to safeguarding and 
promoting the welfare of children 
and young people  

• Satisfactory DBS check, Medical 
Clearance and References. 

 
 


