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WELCOME FROM OUR CEO 
It is my pleasure to welcome you to Inspire Education Trust. 

At Inspire Education Trust we are passionate about making a 

difference to the lives of our pupils. They are at the heart of 

everything we do, and we strive to inspire all learners, and want all 

our schools to be the best they can be and for each and every child, 

to discover the skills, abilities, talents and interests that lie within them. 

We believe in working in partnership, enabling us to ensure all children and pupils 

achieve their full potential. Our schools know the impact that working collaboratively 

can bring. 

Our schools have a desire to question, change and innovate to ensure that what they 

provide enables our children to become successful learners, confident individuals and 

responsible citizens. 

At the same time, we recognise the importance for each school to retain and promote 

their individual identity. Every school has its own context and challenges. This is why we 

encourage our member schools to lead and manage in a way that preserves that 

individual identity and responds to the specific needs of their children and community. 

The combination of autonomy and collaboration across key areas of leadership and 

management, underpinned by shared values and best practice is what makes our 

schools special. 

Lois Whitehouse – CEO 

 

Deputy CEO  
We put the quality of education at the core of our vision. Our 

school improvement strategies provide an excellent framework to 

deliver a truly broad, balanced and inclusive curriculum with an 

emphasis on co-curricular activities such as Arts, Music and Sports 

from age 2 to 18. We believe that every child is a powerful learner. 

We are a progressive Trust with an excellent track record of Primary school 

improvement across our portfolio of 8 schools, 7 of which are Primary schools.  

We have strong models of Primary school improvement alongside high-quality 

implementation and delivery. We have proven able to deliver high standards of 

education, systematically, through excellent improvement practice that incorporates 

knowledge building, evidence-informed professional development, and the creation of 

communities of improvement. 
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As a successful Trust we deploy the expertise of specialist primary teachers and leaders 

across our schools to ensure maximum impact.   

The goal is for every member of staff, in every classroom to be as good as they can be 

in what they teach (the curriculum) and how they teach (pedagogy), e.g., paired 

planning time with subject/ teaching expert to develop teacher confidence and 

pedagogy. 

Coaching conversations with teachers/ leaders so that developments come directly 

from them to motivate and signpost independent improvements through self-study 

documents such as WALKTHRUS and external courses. This will allow capacity to be 

enhanced so that teachers can then improve each other and hone/ innovate practice. 

Once practice is embedded and impactful, we would look to develop leaders of these 

areas externally to innovate and lead future practice in their school and more widely 

across the Trust. 

We are constantly refining the way we support, challenge, and improve our schools. At 

the heart of our approach is first-class teaching. 

Rob Darling – Deputy CEO 

 

ABOUT THE ROLE 

 

Post Title Trust Administration Officer (Governance and Executive Support) 

Salary Range Support Staff Grade 4 £25,020 - £28,439 actual (£25,989 - £29,540FTE) 

Reporting to Head of Governance 

Status Fixed term, 37 hours per week, Term time plus 5 weeks 

Flexibility  Flexible hours available 

 
 

Job Purpose 

To provide high-quality, professional administrative and governance support across the 

Trust. The role will ensure the efficient functioning of trust administration, and coordination. 

The postholder will work collaboratively with the Head of Governance Executive Assistant, 

Executive Leadership Team and Senior Leadership Teams to support decision-making, 

compliance, and communication within and beyond the Trust. 
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Governance and Compliance Support 

• Support with maintaining accurate and up-to-date governance records, including 

statutory documentation, declarations and policies.   

• Proficient in using governance platforms (e.g., Governor Hub, Board Intelligence), with 

strong awareness of data protection and GDPR, and skilled in digital collaboration tools 

such as Teams, SharePoint, Zoom and Microsoft office.  

  

Support the Head of Governance in ensuring compliance with Trust and regulatory 

requirements. 

• Support in the preparation of papers for Board and Committee meetings; record 

minutes and follow up on actions. 

• Support the management of the annual calendar of governance meetings, training, and 

statutory deadlines. 

Executive and Administrative Support 

 

• Support the provision of a comprehensive administrative assistance to the CEO, Deputy 

CEO, and Executive Leadership Team.  

• Support with minuting School Improvement team and equivalent meetings 

• Support with cross-phase School Improvement organisation such as meeting room 

organisation, communications to leaders, document preparation and follow up actionso 

• Support the trust lead for ECT/ITT with large specific CPD projects, support with; Teacher 

training coordination, coordinating cross-trust training and development including room 

bookings, refreshements, attendance registers and data record keeping  

• Manage diaries, meetings, travel arrangements, and correspondence for senior executives. 

• Support in the preparation of reports, briefings, and presentations for internal stakeholders. 

• Ensure efficient office systems, digital filing, and document control. 

• Supporting digital transformation or innovation in administrative processes. 

 

Communication and Stakeholder Liaison 

 

• Act as a professional point of contact for internal and external stakeholders, including 

schools, and partners. 

• Support Trust events, briefings, and engagement activities in collaboration with the 

Marketing & Communications team. 

 

Finance and Procurement 

 

• Support financial administration, including purchase orders, expense claims, and invoice 

processing for Trust leaders. 

• Liaise with suppliers and venues, ensuring value for money and compliance with 

procurement policies. 
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Event Coordination 

 

• Support the organisational logistics of Trust-wide meetings, conferences, and training 

sessions, ensuring professional logistics and hospitality. 

• Evaluate events and provide recommendations for continuous improvement. 

 

Other Duties 

 

• Undertake additional tasks as required by the Head of Governance Executive Assistant, or 

CEO/DCEO. 

• Attend regular training as required by the Trust, and other optional relevant CPD to develop 

good practice. 
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ABOUT INSPIRE EDUCATION TRUST 
 
Inspire Education Trust is an Multi Academy Trust that grew from 

a shared belief that children deserve a first-class education, so 

that each child and student understands what they are 

capable of, and what talents they have, and strives for 

excellence in themselves to succeed in the next stage of 

their education and the world of work. 

 

We understand that every member of our staff is here for the best interest of our children. With 

them, we want to ensure that every child is valued and that the unique identity of each of our 

schools is protected, celebrated, and recognised for the contribution it makes to ensuring our 

pupils have the best education and experiences. 

 

Inspire Education Trust is made up of 8 schools. 

Arley Primary School, New Arley, Warwickshire (2024) 

Blue Coat Church of England School & Music College, Stoke, Coventry (2020) 

Clifford Bridge Academy, Binley, Coventry (2015) 

Frederick Bird Primary School, Hillfields, Coventry (2024) 

Hearsall Community Academy, Earlsdon, Coventry (2017) 

Stockingford Academy, Nuneaton, Warwickshire (2019) 

Walsgrave Church of England Academy, Walsgrave, Coventry (2015) 

Whittle Academy, Walsgrave, Coventry (2015) 

 

Our Trust Motto encapsulates the beliefs and ideals of our family of schools. 

 

“Together we achieve, individually we grow” 

 

KEY FACTS AT A GLANCE 

7 PRIMARIES & 1 SECONDARY 

MIXED MAT – 2 CHURCH OF 
ENGLAND SCHOOLS 

5,000 PUPILS AS OF JAN 2024 

709 STAFF 

OPERATING OVER 2 LOCAL 
AUTHORITIES 
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The mission statement for our 

Trust is “Together we achieve, 

individually we grow’. We aim to 

ensure that our academies will 

provide an environment which is 

welcoming, caring and 

purposeful, where we will 

encourage our pupils to be the 

best they can be, whilst supporting 

them pastorally and helping them 

develop socially. We want our 

children to enjoy school, have fun 

and develop a love of learning. 

We have a Board of Directors and 

Members who hold the schools to 

account and work closely with the 

Local Governing Bodies of each 

school who support and challenge 

the outcomes and quality of 

teaching and learning. We have 

strong links with the Coventry 

Diocesan Board of Education 

reflecting the church status of our 

faith schools, Blue Coat School and 

Music College and Walsgrave 

Church of England Academy. 

As schools, we are committed to 

sharing the good practice that 

exists in all the schools and we 

have numerous opportunities for 

joint training days and shared professional development for support and teaching 

staff across the Trust. Staff have welcomed this collaboration and we have retained 

quality staff and promoted from within. 

We strive to maintain academies which will retain their own independent culture and 

ethos whilst operating within a strategic partnership to improve quality, share best 

practices and operate effectively and efficiently. We firmly believe that “Expectations 

Shape Outcomes” and we expect the very best for all members of our school’s 

communities. 
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OUR VISION 

At Inspire Education Trust we provide an exceptional, inclusive education that empowers 

everyone in our communities to flourish, grow and achieve.  Together, we will live life in all 

its fullness.  
 

This Vision sets the aspiration for everything we do. 

 

For Our Pupils and Students 

✓ where all Pupils are valued, respected and experience success 

✓ where who they are matters as much as their academic achievement 

✓ where children are encouraged to reach their potential, both academically and 

socially 

✓ where we provide a wide range of opportunities / something for everyone 

✓ where learning is fun 

✓ where they experience care with high expectations  

 

For Our Staff 

an organisation: 

✓ which prides itself in high quality CPD 

✓ where staff receive every support to be the best they can be 

✓ where we endeavour to promote from within, with cross MAT appointments 

✓ where we try to support staff in achieving a work life balance 

✓ where all staff are valued, respected and can experience success 

✓ where people feel supported and want to work  

✓ where they experience care with high expectations  

 

For Our Parents and Communities 

schools where: 

✓ they are made to feel welcome 

✓ their ideas are valued 

✓ we work in partnership  

✓ they are involved in their children’s education 

✓ where they receive care with high expectations  
 

All our academies have their distinctive vision celebrating the communities they serve.  
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OUR VALUES 

Our values drive our behaviours, decision making and ambitions: 

 

Inclusive: We celebrate diversity and difference. All are valued as members of our community 

knowing they belong.  

 

Nurture: We promote positive wellbeing, so all feel safe, cared for and enabled to thrive. 

 

Servanthood: We considerately put the needs of others before our own, recognising that in 

serving each other we serve all. 

 

Partnership: We work collaboratively, recognising we achieve more together than on our own. 

 

Integrity: We are open, honest and have strong moral principles which we use to guide us. 

 

Respect: We show care, consideration, and courtesy for ourselves and all around us.  

 

Excellence: We always strive to be better in order to become first class in all we do 
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PERSON SPECIFICATION – Trust Administration 
Officer 
 

PERSON SPECIFICATION – Trust Administrator (Governance & Executive Support) 
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Education and 

Qualifications 

Higher level qualification in human resource management, business management, 

psychology, organisational development a similar subject 

 

GCSE Grade C/4 or above in English and Mathematics  

Level 3 or above qualification in business or a similar subject   

Experience Experience supporting senior executives or board-level committees.  

In depth experience working with microsoft office packages including word and excel  

Experience in managing events  

Prior working experience in a school, academy or charity setting  

Experience in developing, shaping and improving processes and procedures related to 

corporate governance 

 

Skills and 

Knowledge 

Understanding of administrative information systems   

Good working knowledge of policies and procedures   

Excellent interpersonal skills, with the ability to build effective relationships, both 

internally and externally 

 

Good understanding of common Microsoft packages and is able to best determine the 

software needed for the task (such as word, excel etc.) 

 

Able to communicate effectively with a range of audiences and present information to a 

range of audiences including headteachers and executive leaders 

 

Excellent communication skills, tactful and relates well with others  

Experience supporting senior executives or board-level committees.  

Personal 

Qualities  

Dedicated to our vision that all children are entitled to a first-class education  

Possesses a genuine belief that all children are equal and celebrates the diversity in our 

school communities 

 

Self-motivated and able to work on own initiative without supervision  

Works with honesty and integrity  

Committed to making children feel happy, safe and secure  

Results driven and constantly looking for ways to improve the department and 

school/Trust move forward with its priorities 

 

Able to constantly find new ways to improve their work output by diligently managing 

their time and utilising new methods for organising and prioritising their work 

 

Emotionally intelligent; posseses a good understanding of their own behaviour and its 

impact on others 

 

Safeguarding 

and Child 

Protection 

Understands their role in safeguarding and protecting children   

Awareness of the key safeguarding processes in a school  

Understanding of the requirements of Keeping Children Safe in Education  
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Wellbeing and 

Development 

Willing to participate in further appropriate professional development  

Recognises the importance of protecting their own personal wellbeing  

                                                 

 

 
CORE COMPETENCIES   

Clear understanding and commitment to safeguard and protect children 

Adopts an inclusive approach respecting diversity in all forms 

Conscientiously adheres to school / trust policies and procedures and works ethically 

Works in a way, which abides to the Trust values 

Embraces the vision “Together we achieve, individually we grow” and devotedly helps all students 

achieve this 
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MAKING AN APPLICATION 
Applications for this post will only be accepted using the electronic application form on 

the My New Term website: https://www.ietrust.org/vacancies/ 

The closing date for applications is Monday 5th January 2026 

Applicants are advised to contact catherine.alexander-gamble@ietrust.org HR & Payroll 

Coordinator if they wish to organise a visit to the schools.  

Shortlisted candidates will need to be available for interview week commencing 12th 

January 2026 

If you have any questions relating to the application process, see the FAQ’s page and if 

you still have a question - please do let us know by contacting Catherine Alexander-

Gamble – HR & Payroll Coordinator Catherine.alexander@ietrust.org 

We look forward to hearing from you. 

 

https://www.ietrust.org/vacancies/
mailto:catherine.alexander-gamble@ietrust.org
mailto:Catherine.alexander@ietrust.org
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HOW TO FIND US 
If you arrange a visit or are successfully shortlisted for an interview, then you will need 

to visit our school. Please see the below for guidance and directions on how to find 

Hearsall Community Academy. 

 

ADDRESS 

Hearsall Community Academy 

Kingston Road 

Coventry 

CV5 6LR 

 

A 5-minute drive from Coventry 

Rail Station, and a 5-minute 

drive from Coventry city centre. 

 

PARKING 

We do not have on-site parking, however being in a residential area the roads 

surrounding Hearsall Community Academy will have spaces available, which you can 

park in. See below for guidance. 

 

 

  

Main reception 
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FREQUENTLY ASKED QUESTIONS? 
 

How do I apply for a vacancy at Inspire? 

  

All applications must be received electronically via our TES page. CVs may be accepted 

but will not replace the application form. 

 

Top tips for writing my application for Inspire? 

  

Complete the application form as thoroughly as possible, providing comprehensive 

information about your past employment, training, and any gaps in employment, from 

leaving school, until te present day. Emphasize your alignment with the Person 

Specification criteria in your supporting statement, elaborating on why you believe you 

are the best candidate for the job. 

 

How does shortlisting work? 

  

‘Blind’ shortlisting is carried out by a panel of staff who will judge the applications 

based on how closely they match the criteria from the person specification. By ‘blind’ 

we do not divulge to the shortlisting panel, certain sensitive information about 

candidates protected characteristics. 

 

When will my referees be contacted? 

  

Following KCSIE guidance, we will seek to obtain references for all shortlisted 

candidates, before the interview. This allows any concerns raised to be explored further 

with the referee and taken up with the candidate at the interview. With effect of 1st 

September 2022, following further guidance from KCSIE, there will also be an online 

search as an additional pre employment check at this stage. Referees will not be 

contacted if candidates have not given permission. 

 

How will I be contacted if I am successful? 

  

Successful candidates will be contacted by email after the closing date to invite them to 

interview with the date, time, and location of the interview. At this stage, you will also 

be asked to complete a self-declaration of your criminal record or information that 

would make you unsuitable to work with children.  
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Whilst we endeavour to inform all candidates of their application outcome, If you have 

not heard from us within 2 weeks of the closing date, please assume you have not been 

successful on this occasion. 

 

What is involved in the interview process? 

  

All of our interviews consist of formal, competency-based questions. Additionally, for 

teaching roles, there will be a lesson observation, and for other key roles, there may be 

an assessment task (e.g. a presentation, administrative task, data analysis task etc). You 

will receive information on your invite to interview email which will detail the specifics of 

the task and what we would like you to prepare in advance. 

 

You will also be asked to bring in proof of identity documents to satisfy a DBS 

check and qualification certificates, relevant to the role. 

 

Candidates who have a disability or any other needs will be given the opportunity to 

highlight this prior to any selection activities in order that reasonable adjustments may 

be made to the selection process. 

 

Is there an onboarding process? 

  

We have an extensive onboarding and induction program which will take you through 

exactly what to expect before you start your new role, by the end of your first day, by 

the end of your first week, and by the end of your first month. You will also find 

important information to online safeguarding training sessions you will be required to 

complete during your induction. 

 

Is there a probation period? 

  

Yes, there is a probation period of 6 months for support staff. This provides an 

opportunity for us to put in place a structured plan of CPD and support for new 

colleagues. 
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STAFF TESTIMONIALS 
Taken from our 2023 staff wellbeing survey 

 

“I work with a wonderful team of colleagues who 

are supportive and will make themselves 

available when needed to debrief etc. I feel very 

blessed that my line manager in particular is 

very supportive and understanding and takes 

into consideration any presenting factors which 

could potentially impact on my wellbeing and 

workload.” 

  

“I find that generally my wellbeing and work-life balance is good. I find that SLT are very 

supportive of my department and I can talk to other people I work with about ant issues. I 

appreciate that any time there are parents evenings, there is not CPD on a Monday 

evening. I also like that we have been given other training days as days off, such as 

September 1st.” 

 

 “I feel well supported in my role. In particular with regard to flexible working and ad-hoc 

childcare needs which used to be a big cause of anxiety for me.” 

 

 “Employee support program is good and 

helpful to manage life inside and outside 

school.” 

 

 “I think the school and Trust does a lot to 

support wellbeing and workload.” 

 

“Wellbeing champions and their supportive work of the staff has been excellent and 

would continue to help the continual wellbeing of staff. The coffee van is also an excellent 

little pick-me-up when it's on site.” 

 

 “The work of the wellbeing champions.  It is much 

appreciated!” 

 

 “Deputy head actively shows support, always 

makes sure we feel seen and heard and checks in 

regularly to make sure everything is going OK. “ 
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 “My Head has been incredibly supportive of my wellbeing and is always willing to stop 

and listen when I am in need of someone to talk to if things become overwhelming. They 

have supported with helping to make my workload manageable so I can have a better 

work life balance. I am really grateful for that. It makes a huge difference.” 

 

 “I feel our SLT are really approachable and 

understanding. I think they do a great job at just 

listening and supporting where needed.” 

 

 “I feel always cared for by school. It is a really 

lovely nurturing caring place to work.” 

“I am very happy at work, I look forward to coming 

in and the things put in place by the trust after the 

last survey such as the coffee van visits have made a massive improvement to the 

enjoyment we collectively have at work.” 

 

 “I am very happy in my place of work. I feel issues are listened to and management 

support them as best they can. Thank you.” 

 

 “I love working at my school! Although it’s crazy busy we always work together as a 

team to support each other. I am always thanked by my direct leadership at the end is 

each day.” 
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