










 

 1 
  
  

 
The Post 
 
 
Essa Academy are seeking to recruit a dynamic, talented and resilient Expectations for 
Learning Administrator who believes that all students can succeed. The successful candidate 
will be an integral part of the wellbeing team and will work closely with the Senior Leader 
for PDBA on the successful administra�on of the expecta�ons for learning system.  
 
Resilience, passion and a me�culous nature are the characteris�cs we are looking for in this 
role. This role requires a dedicated professional who is willing to go above and beyond in the 
implementa�on of systems and must have the ability to priori�se the high expecta�ons of 
behaviour and learning we hold at the academy. The Expectations for Learning 
Administrator will work as part of the wellbeing team, suppor�ng the effec�ve opera�on of 
the expecta�ons for learning on a day to day basis in the academy.  
 
The successful candidate will have high expecta�ons and a keen eye for detail in the 
administra�on of the expecta�ons for learning system. They will have excellent 
communica�on and interpersonal skills. It is crucial that the candidate is resilient and 
approachable as they will be dealing with students with a range of complex needs. The 
Academy’s ethos of ‘All Will Succeed’ will be upheld through high standards and a 
commitment to achieving excellent results for our students. 
 
The hours of work are 37 per week, during term �me plus 10 days. The salary is paid at 
Grade C SCP 4-6 £20,196- £20,876 per annum actual (£23114- £23893pa FTE) 
 
Closing date: Monday 18th March 2024 
Interviews:  Thursday 21st March 2024 
Start date: ASAP 
 

Essa Foundation Academies Trust is committed to safer recruitment practice and pre-employment 
checks will be undertaken before any appointment is confirmed. This post is subject to an enhanced 

disclosure and barring service check. We expect all adults who work for the Trust to share our 
commitment to safeguarding and the health and wellbeing of our students. 

In accordance with Keeping Children Safe in Education 2023, an online search will be completed on all 
candidates successful at interview. Any relevant information will be discussed further with the 

applicant before confirming their appointment. 

 
 
 
 



 

 2 
  
  

JOB DESCRIPTION 
 
Post:                        Expectations for Learning Administrator - Support 
Department:   Wellbeing  
Responsible to:     Senior Leader - PDBA 
Terms:   Support Terms 
Salary: Grade C 
   

 
JOB PURPOSE  
 
Under the direc�on of senior staff, co-ordinate the support provision for students who need 
help in overcoming barriers to learning and developing their poten�al by raising standards of 
behaviour for learning.  
  
JOB SUMMARY  

1. To be a first response for everyday student problems  
2. To inves�gate reported incidents of poor behaviour  
3. To contact parents informing them of individual students' behaviour or exclusions as 

part of effec�ve lines of communica�on between the academy and home  
4. To liaise with the relevant staff on ac�ons to be taken  
5. To administer appropriate sanc�ons  
6. Suppor�ng parents and students in crisis, liaising with iden�fied personnel  
7. To arrange for units of work and/or specific skills development with individual 

students to be provided  
8. To monitor the behaviour and progress of these students. 
9. Organise and provide appropriate work and supervision to these students, and be 

responsible for them un�l an appropriate member of staff is available.  
10. To co-ordinate C5s, liaising with parents, students and staff.  
11. To liaise with parents, outside agencies, educa�on welfare and the police with 

regard to confiden�al/sensi�ve informa�on and complex issues.  
12. To provide informa�on, reports and analysis on student behaviour.  
13. To maintain the Expecta�ons for Learning Room to ensure it provides an appropriate 

environment for students.  
14. Promote and safeguard the welfare of children and young persons you are 

responsible for, or come into contact with.  

Essa Founda�on Academies Trust and all its schools and academies are commited to 
safeguarding and promo�ng the welfare of children, young people and vulnerable adults and 
expects all staff and volunteers to share this commitment. 
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15. Be aware of, and comply with, policies and procedures rela�ng to child protec�on, 
health, safety and security, confiden�ality and data protec�on, repor�ng all 
concerns to an appropriate person.  

16. Be aware of, support and ensure equal opportuni�es for all.  
17. Contribute to the overall ethos/work/aims of the academy.  
18. Assist and support the role of other professionals.  
19. Atend and par�cipate in relevant mee�ngs as required.  
20. Par�cipate in training and other learning ac�vi�es and performance development as 

required. 
21. Assist with student needs as appropriate during the academy day.  
22. To comply with the academy’s Safeguarding Procedures, including regular liaison 

with the Designated Safeguarding Person over any safeguarding issues or concerns.  
23. To comply with academy’s policies and procedures at all �mes.  

  
Customer Care 

• To continually review, develop and improve systems, processes and services in 
support of the Trust’s pursuit of excellence in service delivery. To recognise the value 
of it’s people as a resource.  

 
Develop oneself and others 

• To make every effort to access development opportunities and ensure you spend 
time with your manager identifying your development needs through your personal 
development plan.  

• To be ready to share learning with others. 
 
Valuing Diversity 

• To accept everyone has a right to his or her distinct identity. To treat everyone with 
dignity and respect, and to ensure that what all our customers tell us is valued by 
reporting it back to the organisation. To be responsible for promoting and 
participating in the achievement of the departmental valuing diversity action plan.  

 
Generic Requirements 

• It is a requirement of all posts within the Trust that Health and Safety requirements 
are upheld in the performance of all duties.  

• All employees of the Trust are required to uphold the Equality and Diversity Policy 
and the Trust’s Code of Conduct.  

• All staff will ensure that they are aware of and work within the requirements of all 
Keeping Children Safe in Education policies, seeking clarity from a member of Senior 
Leadership if necessary.  

• All staff are expected to uphold all EFAT HR related policies.   
  



 

 4 
  
  

Whilst every effort has been made to explain the main du�es and responsibili�es of the 
post, each individual task undertaken may not be iden�fied and the post holder may 
reasonably be expected to undertake other du�es commensurate with the level of 
responsibility that may be allocated from �me to �me.  
  
Essa Academy is commited to safeguarding and promo�ng the welfare of children and 
young people. We expect all staff to share this commitment and to undergo appropriate 
checks, including an enhanced DBS check.  
  
Signed: ……………………………………    Date: ……………………………….  
  
   

 
Essa Academy 
 
Post: Expecta�ons for Learning Administrator   
 
PERSON SPECIFICATION 

  Assessed by: 

Categories Essential / 
Desirable 

App Form Interview / 
Task 

QUALIFICATIONS 

5 GCSE’s or other equivalent qualifications at 
grade C/4 or above, including English and 
Maths 

E   

Willingness to obtain and / or enhance 
qualifications and training for development in 
the post 

E   

EXPERIENCE 

Experience and knowledge of issues affecting 
students and young people and how to offer 
supportive assistance  

E   

Experience of using Microsoft Office and Excel 
packages E   

Experience of supporting with parents in 
relation to behaviour concerns  E   

Experience of working in the school’s sector D   

ABILITIES, SKILLS AND KNOWLEDGE 

Excellent communication and listening skills E   
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  Assessed by: 

Categories Essential / 
Desirable 

App Form Interview / 
Task 

Excellent organisational skills and time 
management, to ensure that all the stages of 
the Consequences system are completed and 
followed systematically 

E   

The ability to operate with absolute discretion 
and confidentiality at all times E   

Ability to build effective working relationships 
with students and colleagues at all levels E   

 
 
The following criteria are applicable to all employees of Essa Founda�on Academies 
Trust 

Personal Atributes        E D 

•  
Ability to promote a posi�ve ethos and role model 
posi�ve atributes 

✓ 
 

•  Effec�ve team player ✓  

•  Sensi�ve to the needs of others ✓  

•  Good listening, oral and numeracy skills ✓  

•  
Ability to successfully organise �me and successfully 
work to deadlines 

✓ 
 

•  Awareness of own development needs ✓  

•  Person of integrity  ✓  

•  A good sense of humour ✓  

Valuing Diversity   

•  
Listen, support and monitor the diverse contribu�ons 
made to service development without prejudice 

✓ 
 

•  
Challenge behaviours and processes, which do not positively 
advance the diversity agenda whilst being prepared to accept 
feedback about own behaviour  

✓  
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HOW TO APPLY 
 

Please read the informa�on in this pack. If you decide to apply you should include a leter 
with your applica�on form on no more than two sides of A4, giving your reasons for 
applying for the post, addressing informa�on you have read in the pack and par�cularly 
the person specifica�on, and outline any relevant experience and personal quali�es you 

•  

Recognise people’s strengths, aspirations and abilities and help 
to develop their potential. Understand how Valuing Diversity 
can improve our ability to deliver better services and reduce 
disadvantage. 

 

 

✓ 

 

Customer Care   

•  Listen and respond to children/young peoples needs, seek out 
innovative ways of consulting and engaging with them  

✓ 
 

•  Network with others to develop services for the benefit of the 
children/young people.   

✓ 
 

Developing self and others   

•  Coach and mentor others and be willing to share learning and 
encourage others to do the same 

✓ 
 

•  Listen to others and respond to their needs ✓  

•  Apply a range of development activities to develop and train 
staff 

✓ 
 

•  Strive for improvement and take responsibility for own 
development 

✓ 
  

•  Be self-confident and lead by example ✓  

Work related circumstances    

•  

Essa Foundation Academies Trust and all its schools and 
Academies are committed to safeguarding and promoting the 
welfare of children, young people and vulnerable adults and 
expects all staff and volunteers to share this commitment. 

✓ 

 

•  

All staff will ensure that they are aware of and work 
within the requirements of all Keeping Children Safe in 
Educa�on policies, seeking clarity from a member of 
Senior Leadership if necessary.  

✓ 
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would bring to Essa Founda�on Academies Trust. The applica�on form can be found on  
the vacanices pages of our Academy websites: 
Essa Academy htps://www.essaacademy.org/vacancies  
Essa Primary htp://www.essaprimary.org/current-vacancies  
Please do not send a general leter; we really are looking for someone who is prepared to 
respond to us as an individual. You can be sure we will take �me and care in reading your 
leter; we appreciate how much energy goes into it.  Please ensure that you address your 
applica�on to: Mar�n Knowles, EFAT, Lever Edge Lane, Bolton, BL3 3HH. Telephone: 
01204 333 222 or E-Mail: hr@efatrust.org  
 
 

 
 

https://www.essaacademy.org/vacancies
http://www.essaprimary.org/current-vacancies
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