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Administrator – Kings College 
Salary Grade:
            Range 5 – 9 (point 5 £25,583 FTE)
Working Pattern: 
Full time
Working Hours: 
36 hours per week term time only, plus 5 PPD days. 
Contract Type: 
Permanent 
Job Type: 
            Education – Support 
Closing date:             Monday 6th July 2026
Interview Date:          To be confirmed
Start Date:

1st September 2026
Email completed applications to: segan@oakwoodacademy.co.uk   
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We are seeking to appoint a highly organised, diligent, and resilient individual to join our college  site.
As a key member of our administrative team, you will be the first point of contact for parents, pupils, and external agencies, and will undertake the day-to-day operations of our main reception desk. Your pragmatic approach and strong organisational skills will ensure that all enquiries are handled promptly and professionally.
No two days are the same in this role, so if you're looking for a dynamic position where you can truly make an impact, we’d love to hear from you.
Applicants are expected to have excellent communication and interpersonal skills. Possess good literacy and numeracy, have the ability to promote independence and confidence and be an excellent role model to all.
 
Only short listed applicants will be contacted and invited into school to attend an interview.
The School is committed to safeguarding and promoting the welfare of children. Individual posts are subject to a satisfactory two-year reference history, Disclosure & Barring Service (DBS)check (previously CRB check), medical clearance, evidence of essential qualifications and proof of legal working in accordance with the Asylum and Immigration Act 1996.
