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Description automatically generated] 		                                      		JOB DESCRIPTION


        Job Title:                    Teaching School Hub Administrator                                   
                                                     3 Days/Week (Term Time Only) 
                                                          Location: Humberston Academy (based at Havelock Academy)
   


	Job Purpose:
	Oversees the planning, coordination, and delivery of Teaching School Hub (TSH) programmes, which supports the professional development of our participants, including financial oversight of the TSH. 

	
	

	
	

	Background: 

	The David Ross Education Trust (DRET) is a network of academies with a geographical focus on Northamptonshire, Leicestershire, Lincolnshire, Yorkshire/Humberside and London.  

Our aim is to be the country’s leading academy chain, committed to delivering the highest educational standards alongside an unrivalled package of sporting and cultural enrichment.

Our TSH is one of 87 DfE accredited Hubs across the country delivering Initial Teacher Training (ITT), the Early Careers Teacher Entitlement (ECTE), National Professional Qualifications (NPQs) and providing Appropriate Body Services (ABS).


	
	

	Reporting To:
	DRET Teaching School Hub Early Careers Teacher and Appropriate Body Lead



	
Grade:
	

NJC5, 3 days/week (term time only)







David Ross Education Trust | Charnwood College| Thorpe Hill | Loughborough | Leicestershire | LE11 4SQ
KEY RESPONSIBILTIES AND ACCOUNTABILITIES

MAIN DUTIES AND RESPONSIBILITIES 
· Act as the first point of contact for the Teaching School Hub handling telephone, written and in person enquiries in a welcoming, proficient and professional manner.
· Acquire venues, resources and co-ordinate the efforts of facilitators, coaches, placement schools etc.
· Create, schedule and publish programme information, updates and promotional content across social media platforms, ensuring consistency with branding and communication guidelines.
· Ensure that records are maintained in line with contract requirements and for reporting purposes. 
· Ensure facilitator records are maintained and relevant onboarding checklists completed.
· Ensure all relevant Trust and programme relevant safeguarding training is attended.
· Respond to improvement priorities locally and nationally. 
· Lead the delivery of digital systems that are well integrated to allow for a seamless participant experience. 
· Help improve the quality of our materials and resources to support participants in their learning and development, including the review of participant attendance, engagement and feedback.
· Work closely with the Faculty teams to prepare and support delivery of the national elements of our programmes. 
· Build effective and positive relationships with our DRET and regional schools.
· Provide training and information about systems, processes and quality standards to regional and DRET schools, including facilitators.
· Communicate changes and developments relating to ECF/AB to our Hub schools.
· Represent the Trust and the Teaching School Hub, in a respectful, positive and constructive manner, both internally and externally. 
· Organise, communicate and attend all relevant programme events. 
· Communicate programme information and changes to the region via social media and regional bulletins.
· Maintain an effective communications calendar.
· To administer and minute Teaching School Hub meetings.
· Monitor and maintain Hub finance records and ensure accurate DfE reporting figures.
· Manage Hub invoices and payments.
· Meet monthly with the Trust Finance Team, to present Hub finances. 
· Produce regular financial monitoring reports, with the support of our finance Business Partner, for Teaching School Hub leadership and governance meetings.
· Maintain accurate programme records and databases to support financial reporting.
· Monitor programme participant numbers and associated funding allocations.

KNOWLEDGE/SKILLS/EXPERTISE
· A good understanding of Teaching School Hubs, including ITT, ECF, NPQ, ABS and programmes and Hub finances. 
· Outstanding track record of development and delivery against tight timelines. 
· The ability to collect, store and report on Hub data.
· Excellent interpersonal and written communication skills. 
· Excellent organisational skills and attention to detail. 
· A commitment to the aims and vision of DRET and the Teaching School Hub.
· Experience of working  in the education sector and a belief in the value of teachers and school leaders.
· Proficient in the use of MS Office software packages, such as Word, Excel and Outlook, as well as search engines and online databases such as ECT Manager, Prism, Dynamics and Power BI.  
· To ensure that the responsibilities of the role are carried out in a way which reflects the mission and the values of DRET and our Lead Provider.
· To be aware of and observe all policies, procedures, working practices and regulations, and to comply with policies relating to Equal Opportunities, Health and Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an appropriate person.

PERSON SPECIFICATION
Your application will be reviewed against the essential and desirable criteria listed below.
Applicants are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application. Stages of assessment are as follows:
1 – Application
2 – Test/Presentation
3 – Interview
	
	Essential 
	Desirable 
	Assessed 

	Qualifications and Professional Development 
	
	
	

	· A level or equivalent qualification in Business, finance, accounting or administration.
	· 
	
	

	· 5 good GCSE’s at Grade C/4 or above, including English and Maths.
	· 
	
	

	· The ability to line manage and motivate administrative staff,
	
	· 
	

	· A degree and/or professional qualification relevant to the post and/or equivalent learning through professional experience.

	
	· 
	

	Experience 
	
	
	

	· Experience of working  in the education sector and a belief in the value of teachers and school leaders.
	· 
	
	

	· Outstanding track record of development and delivery against tight timelines. 
	· 
	
	

	· Managing day to day financial operations, including processing invoices, supplier payments, in line with organisational procedures.
	· 
	
	

	· Assist with monthly budgeting, financial reporting and maintain accurate financial records using accounting software and Excel, ensuring compliance.
	· 
	
	

	· Experience of working in a TSH
	
	· 
	

	Skills and Knowledge 
	
	
	

	· A good understanding of ITT, ECTE, NPQ and ABS
	· 
	
	

	· Good understanding of school needs in the geographic area. 
	
	· 
	

	· The ability to collect, store and report on Hub data, including finance data.
	· 
	
	

	· Excellent interpersonal and written communication skills. 
	· 
	
	

	· Excellent organisational skills and attention to detail. 
	· 
	
	

	· Understanding financial regulations and audit requirements.
	· 
	
	

	· Proficient in the use of MS Office software packages, such as Word, Excel and Outlook, as well as search engines and online databases such as ECT Manager, GTT, Dynamics and Power BI.  
	· 
	
	

	· The ability to quality-assure programme experience across multiple programmes. 
	· 
	
	

	· Ability to produce reports, analyse data and present information clearly.
	· 
	
	

	· Ability to build positive working relationships with colleagues, suppliers, facilitators, stakeholders and external agencies. 
	· 
	
	

	Personal Qualities and Ethos 
	
	
	

	· A commitment to the aims and vision of DRET and the Teaching School Hub.
	· 
	
	

	· To ensure that the responsibilities of the role are carried out in a way which reflects the mission and the values of DRET and our Lead Provider.
	· 
	
	

	· Ability to work collaboratively across programmes whilst supporting organisational objectives and meeting deadlines.
	· 
	
	

	· Identify process improvements to increase efficiency and accuracy.
	· 
	
	

	· Ability to be flexible and adaptable in responding to changing priorities.
	· 
	
	

	Equal Opportunities 
	
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	
	

	Safeguarding 
	
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	
	

	Health and Safety 
	
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	
	


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

The David Ross Education Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo vetting appropriate to the post, including a social media presence check and Enhanced DBS check. The successful applicant will be expected to adhere to all safeguarding, welfare and health and safety policies and procedures of the Trust. 

All pre-employment checks are in line with "Keeping Children Safe in Education" statutory guidance.
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