
                                                                                               
                                                                                                                                   Kenton School  

(College Building) 
Kenton Lane 

                                                                                                                         Newcastle upon Tyne 
                                                                                                                                           NE3 3RU 

 

Administration Assistant 
Salary Scale £19,767.60 - £24,917.58pa     Depending on experience 
(Actual £16,574.37 - £20,892.43      39 weeks throughout the year) 
 
Clennell Education Solutions (CES) is a company that provides support for schools and education 
establishments for all their Behaviour and Safety needs. We will act as a ‘critical friend’ advising on 
safeguarding issues in strategic planning, service delivery and practice. 

We are currently looking for a highly motivated and enthusiastic individual to join our busy office team.  
 
You should have proven interpersonal skills, the ability to build effective relationships across a wide range 
of staff and interact with them professionally and confidently. The post requires initiative, forward 
planning & flexibility. 
 
Duties will be wide ranging to help deliver a comprehensive administrative service working as part of our 
busy office team which supports the activities of Clennell Education Solutions 
 
Key accountabilities:- 
Dealing with booking requests from our schools 
To assist with the organisation of meetings and events including room bookings, organisation of catering.  
Assisting with the running of events, including welcoming guests. 
To deal with internal and external enquiries on behalf of the service providing timely responses or re-
routing as appropriate. 
Support the preparation and circulation of papers and the management of mailing lists. 
To prepare reports, presentations and other relevant correspondence. 
Provide general administrative support as required including (but not exclusively) diary management, 
arrangement of meetings, minute taking, filing and answering the telephone. 
To maintain up to date records including gathering data and maintaining databases. 
To maintain effective office procedures and systems to ensure that administrative support is efficient, 
timely and accurate. 
To contribute to the effective and efficient running of the office through a team approach, providing 
assistance to colleagues as appropriate. 
Assisting in developing and maintaining the company’s website 
Developing and maintaining the company’s digital communications to support and deliver the 
organisation’s strategy 
To undertake other duties commensurate with the grade, as required by the line manager. 
 
The Person (Essential) 
Knowledge, Skills and Experience of working within a busy office for a minimum of 1 year. 
Experience of developing and maintaining a website. 
Demonstrable knowledge of Microsoft Office Programs. 
Ability to communicate clearly both orally and in writing. 
Ability to handle confidential information. 
High level of numeracy and literacy skills. 
Excellent organisational, interpersonal and communication skills. 
Strong attention to detail. 
Ability to multitask and prioritise. 
Ability to work without supervision. 



 
                                                                                                                                   

Excellent time management skills. 
Exceptional Communication and Customer skills. 
You should be able to demonstrate a high level of digital literacy, possess an eye for detail and the ability 
to prioritise your own workload.  
The ability to drive and use of a car would be advantageous.   
 
 
Attributes and Behaviour 
Uses clear, concise and accurate communication, tailoring the approach accordingly and encouraging a 
two-way communication process. 
Works in a planned and structured way. 
Has a positive attitude towards continuous improvement. 
Works collaboratively with others, plays a positive role in teams and grows relationships across the 
organisation interacting professionally and confidently. 
Ensures all activities are completed on time and keeps work systems up to date. 
Maintains flexibility in work plans to allow for changing circumstances. 
 
Qualifications 
Grades A-C in English Literature and Mathematics GCSE (or equivalent) or vocational qualifications, plus 
work experience in a relevant role 
 
The successful candidate will benefit from joining a team of supportive and highly committed colleagues 
who are dedicated to ensuring that all children and young people have the best possible opportunities for 
the future. 
 
 If you would like to apply for this role, please download an application form and safer recruitment form 
from the vacancies page on our website 

www.clennelleducationsolutions.org 
 

Please note we do not except CV’s and these will be deleted immediately upon receipt.  The closing date 
for this post is 12 noon on Monday 4th January 2021 and Interviews will take place week beginning  18th Jan 
2021.  
 
Completed applications and safer recruitment form can be posted to the above address or emailed to 
clennelleducation.office@gmail.com 
 
Clennell Education Solutions is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. We require the successful 
applicant to undertake an enhanced Criminal Record check via the Disclosure and Barring Service and the 
appointment will be subject to receipt of satisfactory references. 

http://www.clennelleducationsolutions.org/
mailto:clennelleducation.office@gmail.com

