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Post Details
	

	School:
	Twynham TGS

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 8

	Responsible to:
	Operations Director (Twynham TGS)



	Main Purpose

	To inspire excellence throughout the schools, upholding the vision, values and ethos of the schools and to actively contribute to their development.
[bookmark: _GoBack]To inspire excellence across both Twynham School and The Grange School (collectively known as ‘Twynham TGS’), upholding the vision, values and ethos of the federation. To lead and manage administrative functions across both schools, ensuring high‑quality, efficient and professional support for students, staff and families. To provide strategic and operational administrative leadership, working closely with senior leaders to ensure smooth daily operations, exceptional communication, and the effective delivery of events, marketing and stakeholder engagement.



	Duties and Responsibilities

	To be the key administrative support for leaders. The main duties and responsibilities include:
· Lead administration across both schools, overseeing reception teams, reprographics and the wider administrative staff.
· Provide high‑level administrative support to senior leaders, including the Operations Director and Heads of School.
· Ensure continuity of systems and processes across TS and TGS, maintaining consistent standards and expectations.
· Line manage front‑of‑house functions, ensuring exceptional professionalism, organisation and customer service.
· Split working time across both schools to provide consistent oversight, visibility and support.
· Lead and coordinate major school administration and events, including open evenings, parents’ evenings, photography days and other operational activities.
· Manage and deliver events across both schools in partnership with the Operations Director, ensuring high‑quality organisation, communication and logistics.
· Support emergency evacuation procedures and ensure administrative readiness for all contingency processes.
· Mentor and support administrative colleagues across both sites, contributing to a positive, collaborative team culture.
· Support the setup and coordination of trips, including liaison with finance for payments.
· Lead social media and marketing activity with each Head of School, ensuring brand consistency and purposeful communication.
· Oversee content creation and communication across TS and TGS platforms.
· Manage school publications and parent communications, ensuring clarity, professionalism and alignment with Trust standards.
· Use Arbor confidently for administrative processes, data retrieval and system management.
· Support HR with administrative tasks such as issuing contracts, references and maternity risk assessments.
· Oversee external provider checks and ensure compliance with relevant policies.



	Safeguarding Duties and Responsibilities

	· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 



	Other Duties

	All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Qualifications, Knowledge, Skills and Attributes Required

	Essential:
· GCSE English and Maths, grade A*- C or equivalent 
· Experience working in an administrative environment, with an understanding of the pace and demands of a busy setting.
· Highly organised and proactive, able to work independently, manage competing priorities and remain calm under pressure.
· Strong multitasking skills, with the ability to meet tight deadlines and adapt quickly when plans change.
· Exceptional attention to detail and accuracy in all administrative tasks.
· Friendly, helpful and flexible, with excellent written and verbal communication skills.
· Well‑developed interpersonal skills, demonstrating tact, professionalism and the ability to build positive relationships with colleagues, students and external stakeholders.
· Discreet and confidential, able to handle sensitive information appropriately.
· Positive, resilient and adaptable, including willingness to support events outside normal working hours when required.
· A good sense of humour and a warm, team‑focused approach.
· Experience of producing meeting minutes and documents of high quality
· Strong IT skills (especially Microsoft Outlook, Word, Excel and Powerpoint, Adobe, Canva or Photoshop) and social media management
· Ability to process documentation (eg letters, mail merge, minutes, spreadsheets) using a variety of software packages
· Ability to use databases, management information systems and input/retrieve data as appropriate.

Desirable:
· Experience of working in a school setting
· Experience of office management 
· Evidence of equivalent further professional learning
· Experience of development and management of administrative systems
· Further qualification or training in Business Administration or Communications
· Event Management
· Experience using Arbor MIS
· Experience of EVC role 
· Safer recruitment trained (or the ability and willingness to obtain)
· 5 GCSEs including English and Maths, grade A*- C or equivalent 
· At least 2 A-levels or Level 3 qualifications at Merit or above




	Notes

	· This job description may be amended at any time in consultation with the postholder.




	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
· 
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