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Dear Candidate,

Thank you for your interest in the position of Administrative Assistant at Blatchington Mill School. 

Blatchington Mill is a successful and popular, large secondary school.  

This is a grade B role and the level of responsibility and ability is outlined in the generic job description but I always feel that it is helpful to know a little more about a specific role.

The successful candidate will join an existing administration team with a focus on Student Services, involving regular face to face contact with our students, aged 11 – 16, and their families as well as colleagues.

Student Services is a really important team in this busy and dynamic school, the range of duties is broad and there are plenty of opportunities to develop new skills and experience, with the frequent need for flexibility to work where there is a need.

Attendance is a high priority for the school as this is central to our safeguarding procedures.

The Senior Admin Officer manages the administration team so that each member has specific remits of responsibility whilst also supporting colleagues in other areas.

Duties covered by the Student Services team vary but are likely to include:

· Updating registers
· Checking for students’ whereabouts
· Communicating with families
· Assisting the First Aid team to provide cover
· Administrating the behaviour processes including messages home about sanctions such as detentions
· Providing accurate hardcopy registers in case of emergency


The Senior Leadership Team at Blatch have high expectations of staff and students alike, this leads to a demanding but very satisfying work environment.  We value professional development; all new staff have a probationary period when induction and training will be provided.

We look forward to receiving your completed application form.

Yours faithfully

Sarah Hextall
Executive Business Manager
 Nevill Avenue, Hove, East Sussex, BN3 7BW                    Tel: 01273 736244                 Email: Office@blatchingtonmill.org.uk
                                     HEADTEACHER:   Ms K Claydon BA                          DEPUTY HEADTEACHERS:   Ms E Edmed BM MA NPQML               Mr B Hughes MEd BEd BA     
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