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We are a Training Centre at Fiveways School called  

Specialist & Personalised Training Services 
 
 

If you are a good communicator, highly motivated, organised and great at admin, come and join our small 
energetic team at Specialist & Personalised Training Services (SPTS). 

We are a creative dynamic organisation that works collaboratively with schools and other organisations to 
provide high-quality training and support for school improvement in Somerset and beyond, with a 

particular focus on SEND, SEMH and Positive behaviour management. 
 

We have a training centre in Yeovil but work across the county. 

 

Administrative Officer 
Fixed term until August 2023 

Help us grow our business for potential contract extension  

 
Grade 12 (spinal points 12-19) 

(£11.50 - £13.21 per hour) 

Term time: 39 Working Weeks 
5 days per week (30 hrs) Monday to Friday 

(Flexibility will be discussed at interview) 

 
Start Date: As soon as possible 

 
 

Our school is committed to ensuring a ‘Safer Recruitment’ process including a Criminal Background 
Check 

 
 

Closing Date:  Monday, 17 January 2022 
Interview Date:  Monday, 24 January 2022 

 
Only successful applicants will be contacted 

 

 
 

JOB DESCRIPTION 

  
Job Number: 

 
TA004 

Department: Education 

Section: Fiveways School, Victoria Road, Yeovil, BA21 5AZ 

Job Title: Administrative Officer - Grade 12 

Reports To: SPTS Lead, Headteacher and Governing Body 
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Main Purpose of Job:  

To work alongside the Fiveways SPTS Lead and relevant member of school SLT to ensure 

SPTS operates within a sound, agreed and sustainable business model. 

The SPTS Officer will also liaise with the Business Manager of Fiveways School. 

Main Responsibilities and Duties: 

Business / Finance 

➢ Report to, support and liaise with the SPTS Lead and relevant member of school SLT.  

➢ Ensure a sustainable business plan for SPTS to build business and generate income.  

➢ Provide efficient, effective and comprehensive administration of SPTS finances at 
operational and strategic level. 

➢ Oversee and monitor financial and budgetary systems including reporting to the SPTS 
strategy group and NCTL. 

➢ Be responsible for preparing, maintaining and updating and auditing financial plans, 
records, statements and financial reports / returns and meeting financial requirements 
and deadlines. 

➢ Advise on costing and pricing of CPD and other activities. Manage subsequent income.  

➢ Manage inventories, payment of invoices, petty cash and banking.  

➢ Manage of HR records and contract paperwork and review and renew temporary 
contracts as required.  

➢ Keep SIMS personnel records up to date.  

➢ Manage payroll and travel expenses for SPTS staff.   

➢ Manage financial processes, systems and reporting for sen.se. 

➢ Ensure appropriate employment status approval for training providers. 

➢ Maintain and develop IT systems infrastructure to accommodate growth/change e.g. 
SPTS website, links to 3rd party advertising / booking sites. 

SPTS Delivery 

➢ Assist the SPTS Lead in developing, marketing and managing training opportunities and 
events. 

➢ Support SPTS Lead to liaise with schools, external agencies and organisations, including 
the sourcing of tutors for CPD delivery. 

➢ Schedule and market CPD and other events, including managing enquiries, bookings, 
cancellations. 

➢ Host events including communication with delegates and tutors, provision of 
accommodation, materials, resources & refreshments. 

➢ Collate course evaluations and report back to SPTS Lead. 

➢ Invoice participants for fees due. 
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➢ Undertake work of a more involved nature and requiring more specialist knowledge and 
skills in liaison with SPTS Lead e.g. manage Team Teach including 

o Implement an annual programme of tutor reaccreditation 

o Recruit and arrange training of new tutors as required. 

o Plan and implement schedules of reaccreditation training (3yr and 2 yr cycles) for 
accredited Team Teach schools and staff 

o Market and arrange delivery of Team Teach for new schools and new staff (in-house 
and open courses) 

o Support tutors by liaising with schools, providing course materials, logging delegate 
details and outcomes on Team Teach database. 

Training Centre 

➢ Generate and manage Training Centre bookings, hire agreements, lettings and income  

➢ Oversee the smooth running of the Training Centre buildings and equipment in 
conjunction with the Caretaker, Fiveways Headteacher or Business Manager. Act as a 
point of contact for out of hours lettings. –  

➢ Act as a point of contact for visitors, staff and organisations to the Training Centre and 
deal appropriately with enquiries and situations that arise. 

➢ Manage the operational aspects of the Training Centre ICT infrastructure calling on 
expert advice where necessary 

➢ Manage and set up catering arrangements 

Facts and Figures: 

➢ Training Centre premises 130m² 

Problem Solving and Creativity:  

➢ To support the SPTS lead and relevant member of school SLT with financial and 
business best practice including 

o Undertake forward financial planning, including assumptions and estimates of 
activity, income and costs  

o Plan, establish and implement annual programme of Team Teach training and 
reaccreditation 

o Use creativity and initiative to look for and generate CPD, funding opportunities and 
Training Centre bookings 

o Plan and prioritise the work programme subject to deadlines and dealing with urgent 
matters as required.  

o Provide practical advice, guidance and assistance for delegates, tutors, Training 
Centre users and other enquirers.  
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Physical Effort and Working Conditions:  

➢ Attend SPTS meetings taking and distributing minutes as required 

➢ To be willing to work flexible hours, depending on SPTS activity 

➢ A requirement for additional and out of hours work, including school holidays 

➢ An office environment requires the post holder to remain seated for long periods, either 
working at computer or desk,  

➢ A busy Training Centre, office spaces and SPTS activity includes regular interruptions 

Contacts and Relationships:  

The post holder will: 

➢ Have close working relationship and regular contact with the SPTS lead, relevant 
member of school SLT and Business Manager.  There will also be regular contacts with 
teaching and non-teaching staff of Fiveways school 

➢ Have close working relationships with Team Teach head office staff 

➢ Negotiate availability, fees, terms and conditions with training providers, schools and 
commercial providers hosting CPD / providing venues 

➢ Liaise with customers, CPD delegates, Training Centre clients, and bodies 
commissioning work/support from SPTS. 

➢ Have other contacts including Governors, schools, phase associations, higher education 
institutes, SCC staff, other organisations  

➢ Have adaptability to deal with the pressure of a busy office, wide range of enquiries, 
visitors, correspondence, emails and telephone calls.  

➢ Have an ability to work as part of a team and interact with a wide variety of people and 
organisations  

➢ Have a high level of confidentiality and discretion  

Additional Information:  

➢ The post holder will receive induction, on-going support and training as required 
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Knowledge, Skills and Experience: (To be completed by the Line Manager)  

Desirable: 

➢ Educational competence to A level standard or equivalent 

➢ To have experience of enterprise set up and development 

➢ Familiarity within a school environment  

➢ Higher level qualifications in (school) management e.g. Certificate/Diploma in School 
Business Management  

➢ Experience of website maintenance and use of social media (FaceBook, Twitter, 
Instagram) 

Essential: 

➢ Have a good standard background in business and financial systems 

➢ Experience to a good standard with MS Office (Excel, Word, Outlook), a variety of 
databases and web-based information management systems 

➢ Have strong numeracy and literacy skills   

➢ Have excellent interpersonal skills 

➢ Have an ability to prioritise and problem solve 

I agree that the Job Description is a fair and accurate statement of the requirements of the 
job and understand that Fiveways School adopts a rigorous approach and is committed to 
safeguarding and promoting the welfare of children and young people and expects all staff 
and volunteers to share this commitment. 
 

Job Holder:                                                              Date:   

Line Manager:                                                                Date:   

Designated Senior Manager:                         Date:   

 

 
Essential Desirable 

Qualifications 
Have a good standard background in business and 

financial systems 

 

Educational competence to A level 

standard or equivalent 

Higher level qualifications in 

(school) management e.g. 

Certificate/Diploma in School 

Business Management  

Experience 
Working in an office environment 

Work without direct supervision and able to 

develop own skills 

Maintaining and improving management systems 

Liaising with school/clients 

Experience to a good standard with MS Office 

Familiarity within a school 

environment  

To have experience of enterprise set 

up and development 

Experience of website maintenance 

and use of social media (Facebook, 
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(Excel, Word, Outlook), a variety of databases and 

web-based information management systems 

Have strong numeracy and literacy skills   

Experience of income & expenditure processing, 

budget monitoring & forecasting 

Have excellent interpersonal skills 

Have an ability to prioritise and problem solve 

Twitter, Instagram) 

Events management experience 

Skills 
Problem solving/multi-tasking 

Meeting deadlines 

Ability to work under pressure 

Excellent communication skills with diverse range 

of people 

Excellent organisational skill and has the ability to 

co-ordinate  

training courses/conferences 

Experience of using software programs 

Good computer skills including: Word, Excel, 

Outlook, Publisher 

other databases 

Excellent attention to detail 

Strong teamwork skills, understands when to 

escalate issues and consult with others 

 

 


