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Careers, Enrichment & Data Administrator 
Grade: 4 point 6-7
Salary Details - £20,281 - £21,741 (actual salary)
Hours of work – 35 per week Term time only plus 3 days 
Required: September 2026


We are seeking to appoint a permanent, part-time administrator from September 26 to provide high quality administrative, organisational and analytical support across the school’s careers, enrichment, curriculum, assessment, examinations and data functions. We are looking for someone who has experience of working in an administrative role and has strong planning and organisational skills.

Penketh High School is an oversubscribed community facing school that is determined to support the academic and holistic development of pupils in order that they leave the school with a strong skillset and positive life chances.

[bookmark: _Hlk94876323]At The Challenge Academy Trust, we are building a culture that champions better work and working lives across the Trust; a framework to support and develop our workforce from ‘hire to retire’. We are committed to providing a workload that is fair and reasonable, work environment where employee health and wellbeing are actively supported and promoted and structured personal and professional development.

Join The Challenge Academy Trust and be part of a supportive community that values deep connections with students, parents, and staff. Thrive in a role where teamwork, professional growth, and job satisfaction are paramount, and enjoy the flexibility and diversity of our engaging activities. Join us to make a lasting impact on the lives of students.
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The Challenge Academy Trust is committed to promoting the safeguarding and welfare of children and young people and expects all staff and volunteers to share this commitment. All appointments are made subject to an Enhanced DBS check. We are an Equal Opportunities Employer, and our employment policies, procedures and practices are regularly reviewed to ensure compliance with legislation.  We are committed to creating a workplace culture that is inclusive, positive, and fair with opportunity for all.  

All details and an application form can be found at www.penkethhigh.org For any further details please contact HR on 01925 722298 or email hr@penkethhigh.org

Closing Date: Wednesday 12th August 2026 (noon)

Interview Date: Wednesday 19th August 2026







































Job Description

Post Title: Careers, Enrichment and Data Administrator
Grade: 4
Contract Type: Permanent, Term Time Plus 3 Days – 35hrs per week
Responsible To: Curriculum and Data Operations Manager
Working Relationships: Vice Principal (Curriculum and Assessment), Careers and Enrichment Team, Curriculum Area Leaders (CALs), Subject Leaders, Exams Team, Senior Leadership Team, Teaching Staff, Pupils, Parents/Carers and External Providers.

Job Purpose
To provide high-quality administrative, organisational and analytical support across the school's careers, enrichment, curriculum, assessment, examinations and data functions.
The postholder will play a key role in supporting the delivery of an ambitious experiential education programme, ensuring that school trips, enrichment activities, careers events and wider pupil experiences are effectively planned, coordinated, recorded and evaluated. The role will also support the collection, analysis and presentation of assessment, examination and curriculum data, working closely with the Curriculum and Data Operations Manager, Curriculum Area Leaders and Senior Leadership Team.
The postholder will contribute significantly to the school's drive to ensure that every pupil can access a broad range of enrichment opportunities and that leaders have accurate, timely information to monitor pupil progress, identify gaps in learning and improve outcomes.

Key Responsibilities
1. Careers, Enrichment and Educational Visits Administration
Support the Careers and Enrichment Team, Curriculum Area Leaders and Subject Leaders with the planning, coordination and administration of educational visits, enrichment activities, careers events and wider experiential learning opportunities.
This will include:
· Supporting staff with the administration and booking of educational visits, residentials, careers events and enrichment activities.
· Liaising with transport providers, venues, employers, universities and external organisations regarding bookings and arrangements.
· Coordinating trip documentation, parental consents, payment information and pupil records.
· Maintaining accurate records of educational visits and enrichment participation.
· Producing registers, emergency contact information and visit documentation for staff leading trips.
· Supporting communication with parents and carers regarding trips, educational visits and enrichment opportunities.
· Assisting in the administration of risk assessment documentation and visit approval processes.
· Maintaining central records of careers activities, work experience placements and enrichment events.
· Supporting compliance with school policies and educational visits procedures.

2. Experiential Education and Enrichment Analysis
Support the school's commitment to ensuring all pupils benefit from a broad range of experiences by maintaining and analysing participation data.
This will include:
· Maintaining records of pupil participation in enrichment, careers and educational visits.
· Supporting the monitoring of pupil engagement against the school's Experiential Education Guarantee.
· Producing reports and analysis identifying participation rates across year groups and key pupil characteristics, including disadvantaged pupils, SEND pupils and other vulnerable groups.
· Highlighting gaps in participation and supporting leaders in targeting interventions where appropriate.
· Assisting in the production of dashboards, summaries and reports for school leaders and governors.
· Supporting the evaluation of the impact of enrichment and careers provision.

3. Assessment Data Administration
Work closely with the Curriculum and Data Operations Manager to support the collection, validation, analysis and presentation of assessment data.
This will include:
· Setting up marksheets correctly for the collection of assessment data across assessment platforms.
· Supporting assessment collection cycles across all curriculum areas.
· Collating and validating assessment information from departments.
· Collating and uploading other datasets into assessment systems for publication on pupil reports.
· Transferring data between relevant assessment systems.
· Supporting the analysis of assessment, curriculum and examination outcomes.
· Producing reports and data summaries for staff, subject leaders and senior leaders.
· Supporting quality assurance processes to ensure data accuracy.
· Maintaining data systems and records in line with school procedures.

4. Assessment Platform Support
Work closely with Curriculum Area Leaders (CALs) and the Curriculum and Data Operations Manager to embed effective use of the school's Pupil Progress platform.
This will include:
· Supporting departments in uploading, validating and interpreting assessment data.
· Assisting with staff training and support relating to assessment systems.
· Producing reports and analysis for Curriculum Area Leaders.
· Supporting curriculum teams in identifying gaps in learning and trends in pupil performance.
· Assisting with the production of pupil progress reports.
· Assisting departments in analysing outcomes for key groups of learners.
· Supporting leaders in monitoring progress towards school improvement priorities.

5. Reporting, Documentation and Dashboard Development
Support the production of clear, professional and accessible reporting materials for staff, pupils and parents, across all remits of the school.
This will include:
· Producing staff-facing reports and analysis documents.
· Supporting the preparation of pupil assessment reports.
· Assisting in the production of dashboards, performance summaries and visual reports.
· Providing data and information for presentations, briefing materials and reporting documents for senior leaders, governors and trust colleagues.
· Ensuring information is presented accurately and professionally.
· Supporting with ensuring datasets are accurate and up to date, and supporting with data checking processes.
· Maintenance of paper-based Education Records, ensuring documents are appropriately filed, and support with the archiving and retention of files.
· Support the Curriculum and Data Operations Manager with the digitalisation of paper records.
· Support with the organisation and delivery of parents evenings, including adding appointments to the Arbor parents evening booking system, preparing resources, setting up spaces for the evening, and registering parents on the evening.
· Support with issuing login details to the Arbor Parent App and manage support requests from parents.

6. Timetable Support
Support the Curriculum and Data Operations Manager with the administration of the school timetable.
This will include:
· Allocating pupils to classes for the school timetable, including for new starters, and update set changes as required.
· Supporting with the collapsing of timetabled lessons for planned school events or school trips.
· Process room changes for planned room closures, or ad hoc requests for specialist teaching spaces.
· Communicating timetable changes (including set changes and collapsed classes) to staff and pupils.

7. Examination Support
Support the Examinations Department during key assessment and examination periods.
This will include:
· Providing additional capacity to the Examinations Department during peak periods to ensure the smooth preparation and running of all examinations.
· Support with the preparation of assessment sittings for GL Assessments.
· Support with the collation of GL Assessment results, including the collation and issuance of parental reports.
· Providing support to the Examinations Department as part of the Contingency Plan, including acting as a key holder to the secure storage.

8. General Administrative Support
Provide administrative support for wider whole-school priorities and initiatives as directed by the Curriculum and Data Operations Manager, Vice Principal (Curriculum and Assessment) or Senior Leadership Team.
This may include:
· Producing correspondence and documentation.
· Maintaining records and databases.
· Supporting events and school functions, some of which may be out of school hours.
· Supporting project work and school improvement initiatives.
· Responding to enquiries from staff, pupils, parents and external stakeholders.
· Support with enrolment data submission
· Support with circulation of key information as designated to pupils, parents and staff.




























Person Specification

Essential Qualifications
· GCSE Grade C/4 or above in English and Mathematics (or equivalent).
· Relevant administrative qualification or willingness to undertake training.
Essential Knowledge and Experience
· Experience of working in an administrative role.
· Strong organisational and planning skills.
· Experience using Microsoft Office applications and good knowledge and experience of working with  Excel.
· Experience maintaining databases and records.
· Ability and experience of analysing and presenting information and data accurately.
· Experience communicating effectively with a range of stakeholders.
· Ability to work independently and manage competing priorities.
Desirable Knowledge and Experience
· Experience working in a school or educational setting.
· Experience supporting educational visits or enrichment activities.
· Experience working with school data systems.
· Experience producing reports, dashboards or data visualisations.
· Understanding of school assessment and reporting processes.
· Understanding of examination system processes and routines.
· Knowledge of educational visits procedures and parental communication systems.
Personal Attributes
· Highly organised and detail-oriented.
· Professional and approachable.
· Excellent interpersonal and communication skills.
· Numerate and analytical.
· Solution-focused and proactive.
· Committed to supporting pupils, staff and school improvement.
· Able to maintain confidentiality and handle sensitive information appropriately.

Key Impact Measures
The postholder will contribute to:
· Effective coordination and administration of school trips, enrichment activities and careers events.
· Increased accuracy and efficiency of assessment and reporting processes.
· Improved monitoring of participation against the school's Experiential Education Guarantee.
· High-quality data analysis that supports curriculum improvement and pupil progress.
· Effective implementation and embedding of the school's Pupil Progress platform.
· Timely production of pupil, parent and staff-facing reports.
· Strong administrative support for senior leaders, curriculum teams and whole-school initiatives.
This role offers an excellent opportunity for a highly organised and analytical individual to contribute directly to the school's ambition that every pupil achieves highly, participates widely and benefits from a rich programme of educational and enrichment experiences.
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Continuing Professional Development
Join us at Education Connect to access high-
qualtty CPD that i rooted In the latest research,

innovation, and fosters a culture of
collaboration.
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