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NEW INFORMATION PACK
MELLAND HIGH SCHOOL
Administrator

Overview of the Role

We are seeking to appoint an experienced administrator to join our Administration Team in a busy school office providing administrative support to SLT and teaching staff. 

The full job description and person specification are at the end of this pack.

Bright Futures Educational Trust

Bright Futures Educational Trust (The Trust) is a multi-academy trust (MAT) set up in 2011. The Trust is made up of a richly diverse group of schools in Greater Manchester and Blackpool. We are passionate about working together within and beyond the Trust to achieve our aspirational vision: the best for everyone, the best from everyone. We are an organisation that is underpinned by values of: community, integrity, and passion. In everything we do, we remember that we are accountable to the children, families and the communities that we serve.
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Our schools have their own identities and form one organisation and one employer, Bright Futures Educational Trust. Bright Futures’ Board of Trustees maintains strategic oversight of the Trust and delegates some of its responsibilities to the Executive Team, Principals, and local governing bodies. We place high value on integrity and probity and take seriously our accountabilities for making the best use of public money. How decisions are made is described in our delegation framework. You can find out more about the Trustees and the Executive Team on our website: About Us - Bright Futures Educational Trust (bright-futures.co.uk)

The central team includes the Executive Team: Lisa Fathers (Interim CEO), Sarah Schollar (Interim Director of Education), Anna Sharpley (Chief Finance and Operations Manager) and Jayne Carmichael (Director of Professional Development).  

Bright Futures Development Network is another important outward facing component of our organisation made up of a number of hubs and networks at the heart of the Trust. In January 2021, after significant national reforms to the teaching school policy Bright Futures was designated with two new large-scale Teaching School Hubs, which replace the Alliance for Learning Teaching School. This growth and expansion in our outward facing work brings about a significant increase in accountability and reach. The two Bright Futures Teaching School Hubs are designed to provide strong strategic regional leadership to build robust partnerships to support teachers and leaders in every phase and type of school, at each stage of their development. A crucial part of the hub remit is carefully ensuring structured collaboration. The Teaching School Hubs are at the forefront of providing high quality professional development, playing a significant role in the implementation and delivery of: The Early Career Framework, National Professional Qualifications (NPQ), Initial Teacher Training and Continuous Professional Development (CPD). The Hubs work directly with the Department for Education and national NPQ/ECT providers. In addition to this, the Hubs enhance the professional development needs of Bright Futures schools and academies. Within this outward facing area of Bright Futures Educational Trust, we have a commercial offer run through the Alliance for Learning which provides first-class school improvement services and CPD to over 700 schools, further complementing the work of our Teaching School Hubs. Our School-Centred Initial Teacher Training (SCITT) Bright Futures SCITT is also an integral part of the Teaching School Hubs, with over 10 years’ experience and judged Good by Ofsted, we offer Early Years, Primary and Secondary teacher training programmes. Within the Bright Futures Development Network, we are also proud to have a Maths Hub: NW1 Maths Hub offering a wide range of maths specific high-quality professional development opportunities and training/coaching to 500 schools.








 




















[image: ] Melland High School is an outstanding school which meets the diverse special educational needs of students aged between 11 and 19 years of age. It is co-located with Cedar Mount Academy in Gorton Education Village and is a member of the Bright Futures Educational Trust.
                                                                                                       Melland is a specialist support school for central and east Manchester high schools, a National Support School and leads on SEND provision across the eleven academies within Bright Futures.
As a high achieving inclusive learning environment, the school is proud to uphold the values of passion, community and integrity.
                                                                 Melland’s bespoke curriculum is appropriately broad and balanced, has spiritual, moral, social and cultural development at its heart and actively supports all students as they prepare for adulthood.



WHY WORK FOR US?

[image: T:\Letterheads and Logos\Bright Futures Logos\BFET Great Place Logo Files\RGB\BFET-GreatPlace-logo.jpg]We offer a great opportunity to join an organisation which really lives its values. Our working environment is very inclusive and whilst you can expect to be challenged in your role, you will be supported through professional learning, treated fairly and with dignity and respect. Please see the Equality,
Diversity, an Inclusion statement on our website.


Terms and Conditions
Salary:	£22,710 - £24,204
                                           The full time equivalent pay is £26,403 rising to £28,142: Bright Futures NJC scale points 7 to 11 (Bright Futures Grade 4). Pay progression is linked to performance.

Working weeks:	This is a great opportunity for flexible working as the role will work 38 weeks during school term time and an additional 5 inset days. A total of 39 weeks.  

Hours:	5 days per week -36.25 hours per week.

Holidays: 	You will be paid for the prorate equivalent of 25 days, plus 8 public holidays.  This increases to 30 days plus 8 public holidays after 5 years’ service.  

Pension:	Local government pension scheme.  Please take a look at the website: https://www.gmpf.org.uk/. 

Other:	                        We offer salary sacrifice schemes for purchasing bikes used for travel to work and          technology for personal use, through monthly interest free salary deductions.

We also offer opportunities for professional development.

How to Apply
We can only accept completed application forms, rather than CVs. This is because the regulatory guidelines of
Keeping Children Safe in Education (2025), require us to check various details of job applicants and an identical
application format for each candidate enables us to do this. We use a process that does not identify personal
characteristics to the shortlisting panel. This is part of our commitment to equalities and diversity.

For a full explanation of our employment offer please see the booklet on our website:
Our-Employment-Terms-November-2023.pdf (bright-futures.co.uk)

NO AGENCIES PLEASE.

Our application form is available online, along with the disclosure of criminal background form. The portal link is: Melland High School, 50 Wembley Rd, Manchester | Teaching Jobs & Education Jobs | MyNewTerm

Please complete the application by 12 Noon on Thursday 5th March 2026. Shortlisting will take place during w/b 9th March 2026. Interviews will be held during w/b 16th March 2026.









Keeping Children Safe in Education
Bright Futures Educational Trust is committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out and references will be sought for shortlisted candidates and successful candidates will be subject to an enhanced DBS check and other relevant checks with statutory bodies.
 
Data Privacy
You can read the details of how we use the personal data that you provide us with in our Job Applicants’ privacy notice on our website: http://bfet.co.uk/wp-content/uploads/2018/07/BFET-Applicant-privacy-notice-002.pdf


JOB DESCRIPTION
Administrator

JOB SUMMARY
Grade 4 (Points 7 – 11)

Organisation
1. To assist the Office Manager in maintaining an efficient and responsive support service to the school
2. To supervise and co-ordinate the work of administrative support office team, including the preparation of rotas to ensure all duties are covered, and prioritising the work of the team
3. Assist with pupil first aid and welfare duties, including looking after sick pupils and liaising with parents and staff 
4.  To undertake routine administrative duties on behalf of individual members of staff in relation to the organisation of all school activities
Administration
5. To provide administrative support to the Attendance Lead and Safeguarding Lead by ensuring that pupil attendance information is recorded in Bromcom, producing data and reports and identifying concerns and trends.
6. To supervise the administration of pupil admissions ensuing information held is accurate and up to date.
7. To be responsible for the receipt and recording of cash received in school and arranging collection and banking in line with Trust protocols and procedures. 
8. To maintain manual and computerised records and to use IT systems effectively to provide reports and statistics and statutory returns as required.
9. To undertake reception duties, dealing with routine and face and face enquiries and signing in visitors 
10. To respond independently to correspondence as required
11. To undertake routine administration of school lettings and other uses of the school premises
12. To arrange meetings and events and take notes at meetings to a high standard 
13. To assist with school administrative duties including the arrangement of annual Education, Health and Care plans, liaising with staff and outside agencies as necessary.
14. To maintain display boards and to ensure these are refreshed regularly
Resources
15. To operate relevant equipment and ICT packages (for example word, excel, databases, email, internet)
16. To arrange the orderly and secure storage of stocks and supplies
17.  To provide general advice and guidance to staff, pupils and others
Responsibilities
18. To ensure accuracy and confidentiality of all information produced
19. To be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise.
20. To be aware of and support difference and to ensure equal opportunities for all
21. To contribute to the overall ethos, work and aims of the school
22. To attend and participate in relevant meetings as required
23. To participate in training and other learning activities and performance development as required


Person Specification
Admin Officer 
Experience
· Experience of working in an administrative support environment
Qualifications/Training
· Effective written and verbal communication skills to liaise with a wide range of people at all levels
· Possess good numeracy skills 
Knowledge/Skills
· Demonstrable ability to lead and motivate staff under their supervision
· Excellent organisational skills, with the ability to plan own workload and those of others
· Ability to work on own initiative and to be proactive
· Willingness to undergo minor first aid training
· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems
· Good communication skills, for effective interaction with colleagues, pupils, parents and visitors 
· Have a general knowledge and awareness of the regulatory framework of education and schools
· Ability to relate well to children and adults
· Be able to work constructively as part of a team, understanding school roles and responsibilities and your own position within these
· Ability to identify your own training and development needs and cooperate with the means to address these needs
Personal Style and Behaviour

Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.

Self motivation and personal drive to complete tasks to the required timescales and quality standards.

The flexibility to adapt to changing workloads demands and new school challenges.

Personal commitment to ensure that services are equally accessible and appropriate to meet the diverse needs of the service users.

Personal commitment to continuous self-development.

Personal commitment to continuous school improvement.

Personal commitment to the school’s professional standards, including dress code as appropriate.

Be willing to consent to apply for an enhanced disclosure to a DBS check. 
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