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Job Title: Learning Cultures Support Administrator

Scale/Salary:	OAT Grade 2 (Point 3 to 5)

Hours:	37 hours per week, 39 weeks per year (Term Time +1) Disclosure Level:	Enhanced Disclosure and Barring Services Check
Responsible to:	Vice Principal 

Purpose of the Role
To provide effective administrative support to the Learning Cultures (pastoral) team, helping to maintain accurate student records, support academy systems, and contribute to a positive and student-focused environment. The role includes supporting the organisation of student events and ensuring pastoral processes run efficiently.
The post holder will have strong IT skills, particularly in Microsoft Excel, to support data management, reporting, and system use.

Key Responsibilities
Administrative Support
· Provide general administrative support to the Learning Cultures team.
· Maintain accurate student records using academy systems.
· Input, update, and check data relating to student attendance, behaviour, and wellbeing.
· Produce basic reports and spreadsheets using Excel to support the team.
· Support filing systems (paper and electronic), ensuring information is well organised and accessible.
· Respond to routine enquiries from staff, students, and parents.

Systems and Data
· Use academy systems and databases to record and retrieve information.
· Support the effective running of pastoral systems and processes.
· Use Excel (including formulas and formatting) to organise and present data.
· Ensure data is handled confidentially and in line with safeguarding and GDPR requirements.

Student-Focused Support
· Act as a first point of contact for students within the pastoral area.
· Provide a welcoming and supportive environment for students.
· Assist with monitoring student attendance, behaviour, and engagement.
· Escalate concerns to appropriate staff in line with academy procedures.

Event and Activity Support
· Assist in planning and organising student events, activities, and initiatives.
· Support event logistics such as bookings, resources, communication, and scheduling.
· Help ensure events are well organised and run smoothly.

Communication and Teamwork
· Work closely with the Learning Cultures team and wider staff.
· Communicate clearly with staff, students, and parents when required.
· Liaise with external partners where appropriate, under guidance.

Safeguarding and Compliance
· Follow academy safeguarding, child protection, and health and safety policies at all times.
· Complete required safeguarding training.
· Maintain confidentiality when handling sensitive information.

Knowledge, Skills and Experience
· Good general administrative skills.
· Strong IT skills, including Microsoft Office (especially Excel).
· Ability to input and manage data accurately.
· Good organisational and time management skills.
· Clear communication skills and a professional approach.
· Ability to work as part of a team.
· GCSE Maths and English (Grade 4/C or above) or equivalent.
· Previous experience in an administrative or school environment (desirable but not essential).

General Responsibilities
· Support the ethos and values of Ormiston Venture Academy.
· Contribute positively to the academy environment.
· Undertake other duties appropriate to the grade as required by the Principal.
· Work in line with academy policies, including safeguarding and health and safety.


image1.png
[OAT ]

Ormiston Academies Trust

ACHIEVING MORE TOGETHER




