


WELCOME 
FROM THE HEAD 

Russell Langdown 
Head of School 

Lawn Manor Academy is proud to be part of the Ascend Learning Trust. 

We were the first school to join the Ascend Learning Trust in 

September 2017 and we enjoy close links with all Ascend Learning 

Trust schools. We believe that within each child there is a real potential 

to achieve and that, as teachers, it is our job to ensure that this 

potential is met through their academic studies and high expectations. 

Lawn Manor Academy is an all-ability school and we place great 

emphasis on inclusive education. 

We have an excellent pastoral care system to support pupils and the 

community. We offer a rounded curriculum to suit children of all abilities 

with excellent facilities to support this. We take pride in the focus we give 

to each child as an individual and how we help them to develop and grow 

to achieve well and be a good citizen. 

We have an ambitious vision for our school with a robust strategy for 

achieving it. Our I Learn values are at the heart of our strategies for 

success. 

Working at Lawn Manor Academy is both rewarding and inspiring. We are 

an inclusive environment that celebrates diversity and different cultures 

daily. We are committed to extremely high standards of behaviour and 

have fostered an environment where the relationships that exist within the 

school, and the polite and respectful atmosphere that we enjoy, are 

commented on by all who visit our school. 

By teaching our pupils how to demand the best of themselves, we will send 

them out into the world ready to embrace the challenges they will meet; 

whether they are in the boardroom, on the stage, in the lab or on the 

sports field at home or abroad. A positive mind-set is important at Lawn 

Manor Academy. 

We take pride in "Inspiring and Creating Futures for All". 

Inspiring and Creating Futures for All 







 

Year Leader Assistant  
 
Job Description 
 
Responsibilities - Under the Direction of the Head of Student Support: 
Key Accountabilities: 

• To support with writing Early Help Assessments (EHAs). 
• To contribute to the on-call Duty rota. 
• Screening telephone calls, enquiries and requests, and handling them 

when appropriate.  
• To support Year Leaders with managing and responding to enquiries from 

staff, pupils, parents and other persons, either in person or on the 
telephone. 

• To support with early information gathering following incidents  
• To draft letters, emails, reports, papers, and presentations for the relevant 

Year Leaders. 
• To provide Year Leaders with administrative adequate support in 

preparation for meetings. 
• To support with supervisory duties during break & lunch 
• To co-manage an effective electronic and paper-based filing and retrieval 

system to enable accurate and up to date information to be accessed 
quickly and easily. 

• To attend meetings if required, taking comprehensive minutes, circulating 
minutes to attendees and following up on any outstanding actions. 

• To support with arranging internal and external meetings and events, 
including booking of rooms 

• To provide support with Tier 1 Safeguarding as required  
• To assist in maintaining accurate and confidential records for pupils on 

Alternative Provision/Reintegration Timetables; including weekly contact 
home 

• Under the direction of the Year Leaders, assist with planning and 
organising of school events, such as Parents Evening.  

• Maintaining and archiving pupil and school records.  
• Comply with any reasonable request as requested by a manager to 

undertake work of a similar level that is not contained within the generic 
role profile. This role profile may be changed by a manager in consultation 
with you.  
 

Supervision and Management: 
• None. 

Resources responsibility:  
• Responsible for the confidential handling and data security of sensitive 

information covering all pupils within the school. 

 
 
 



 

 
Person Specification 
Criteria which will be measured at application and interview 
Knowledge & Experience 
Qualifications: 

• 5 GCSE’s including Maths and English or equivalent. 
• NVQ Level 3 or equivalent qualification. 
• Previous experience in administration. 
• Good general knowledge. 

Essential: 
• Safeguarding and GDPR training. 
• Microsoft Office. 
• To work without supervision and within strict timescales often with 

conflicting priorities and in situations that can quickly escalate. 
• The ability to work with highly confidential information. 
• Excellent time management and organisational skills. 

Other: 
• Knowledge of Arbor. 
• Positive relationships with children. 
• Ability to contribute constructively to a team. 
• Understanding of Academy roles in relation to pupils’ pastoral support. 
• Excellent communication skills. 
• Systematic approach to work and the ability to prioritise. 
• Ability to self-evaluate personal learning needs and engage with staff 

development opportunities. 
• Understanding and respect for confidentiality in relation to all issues 

connected with the role. 
• Team player. 
• Inter-personal skills. 
• Excellent ICT skills. 
• Commitment to whole staff, faculty and other meetings. 

This job description is intended as a general guide to the duties attached to the 
post and is not an inflexible specification. It may therefore be altered from time to 
time to reflect the changing needs of the school, always in consultation with the 
postholder. 
 
 
 










