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Three Rivers Teaching School Hub
We are based at The King Edward VI School, a high
achieving school, with a reputation for academic excellence
for all. We provide for over 1400 students from Years 9-13
and have a thriving Sixth Form of around 450 students.
The Three Rivers Teaching School Hub will facilitate access to outstanding
professional development; promoting research based innovation to improve the
overall quality of education. We aim to provide direct access to tailored professional
development at each career stage.
We are committed to building a strong network of delivery partners; collaborating,
learning, and working together is fundamental to driving improvement.
Our Aims
• Expand the strategic partners across the hub area
• Raise achievement for all across the region
• Improve the quality of education across the region
• Improve teacher recruitment and retention
• Offer outstanding support and professional development
to teachers, staff and governors
• Ensure the sustainability of everything which we do
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Job Advert
Job title: Teaching School Hub Administrator and
Events Co-ordinator
Responsible to: Director of Teaching School
Hours: Variable hours up to 37 hours per week,
term time only
Pay scale: Band 3 - £10.01 per hour
Overview
We require a skilled and motivated administrator
to work for our Teaching School Hub for a one
year contract. The successful candidate will
have a good general education, excellent IT and
organisational skills.
The post holder will support the operational
development of The Teaching School Hub and ECF
and NPQ events taking place across NOR3; Newcastle,
Northumberland and North Tyneside, as well as
communicating with partner schools and participants.
Our Trust is committed to safeguarding and promoting
the welfare of children and young people and an
enhanced DBS disclosure will be required for the
successful candidate.

Closing date: 12 noon on 30 November

Completing an
Application Form
If you have a Gmail account:
•
•
•
•

Open the Application document
Click ‘Sign in’ at the top right of the page
Go to File > Make a copy
Complete the application form in the
Google Doc

Without a Gmail account:
• Open the Application document
• Go to File > Download as > Microsoft Word
• Complete the application form in
Microsoft Word
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The Three Rivers Learning Trust
The Three Rivers Learning Trust was established in
2011 and consists of a single high school, The King
Edward VI High School and three feeder middle
schools, Newminster, Dr Thomlinson and Chantry
as well as four first schools, Abbeyfields, Thropton,
Harbottle and Stobhillgate. All of the schools have
a long and proud history of providing an excellent
education service to their local populations. The
Learning Trust is managed by a single Board of
Trustees to ensure the integration of educational
provision for students between 3 and 19. We are
seen locally as a centre of educational excellence

and have recently been selected to be the Teaching
School Hub for Newcastle, Northumberland & North
Tyneside. We recognise the mutual beneﬁts to our
Learning Trust through reciprocal staﬀ development
opportunities, training events, and the generation
of new ways of working through system leadership.
Through our teaching, we aim to equip children with
the skills, knowledge and understanding necessary
to be able to make informed choices about the
important things in their lives. We believe that
appropriate teaching and learning experiences help
children to lead happy and rewarding lives.

The Three Rivers Learning Trust mission
We are a collaborative and caring learning community where all
partners are treated equally and with respect. We believe that by sharing
and working together we enhance learning and other opportunities.
We want to prepare our children and young people for life, ensuring
that they have the skills, abilities and motivation to succeed.
Our vision
To provide engaging and
enriching opportunities
for all our students to
become accomplished.

To empower all our
people to become
fulfilled in their work.

To provide education
services which delight
our parents and carers.

To share excellence
and become more
operationally efficient.

Our values
Integrity - We do the right thing and do things right
Inclusion - We deliver comprehensive education which is accessible for all
Innovation - We continually strive to find ways to learn and improve
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Job Description
Job purpose
The post holder will support the operational development
of the Teaching School Hub. They will support the ECF
and NPQ events taking place across NOR 3; Newcastle,
Northumberland and North Tyneside, as well as
communicating with partner schools and participants.
Staff
Not applicable
Finance
Not applicable
Physical
Office equipment, medical facilities
Clients
Internal (Teachers, Other Staff, Students, Trustees)
and External (Parents, Visitors, Outside Agencies)
Duties and key result areas
Organisation:
• Be the first point of contact for participants of ITT,
ECF and NPQ’s across the TSH region
• Plan and implement training events for ECT’s &
NPQs across NOR 3, including the coordination of
virtual and face to face delivery
• To support the marketing of each teacher
development programme, working alongside the
graphical communications lead
Administration:
• Provide administration support for Teaching
School Hub programmes
• Support the recruitment, progress and tracking of
trainee teachers
• Maintain manual and computerised records/
management information systems
• Produce lists/information/data as required e.g.
trainee data
• Undertake IT based tasks
• Undertake ICT tasks within the Trust’s
approved IT systems
• Take notes at meetings and prepare minutes
• Sort and distribute mail
• Undertake administrative procedures
• Maintain and collate student reports/grade updates etc
• Attend TSH events
Resources:
• Operate equipment/ICT packages (e.g. word, excel,
Google, spread sheets, internet, SIMS)
• Maintain stock and supplies, cataloguing and
distributing as required

• Provide general advice and guidance to trainees
• Undertake general financial administration e.g.
processing orders
Responsibilities:
• Maintain personal expertise, to be a role model
and promote high expectations for all members
of the school community through your role within
the structure
• To model the values, ethos and vision of the Trust
• To maintain at all times the utmost confidentiality
with regard to all financial reports, records,
personal data relating to staff, students and other
information of a sensitive or confidential nature
• The post-holder will be expected to undertake any
appropriate training provided by the Trust to assist
them in carrying out any of the above duties
• The post-holder will be expected to contribute to
the protection of children and vulnerable adults,
as appropriate, in accordance with any agreed
policies and/or guidelines, reporting any issues or
concerns to their immediate line manager
• The post-holder will be required to promote,
monitor and maintain health, safety and security
in the workplace. To include ensuring that the
requirements of Health & Safety at Work Act, COSHH,
and all other mandatory regulations are adhered to
• An Enhanced Disclosure with the Disclosure and
Barring Service (DBS) will be undertaken before an
appointment can be confirmed
• Be aware of and support difference and ensure
equal opportunities for all
• To undertake other duties and responsibilities as
required commensurate with the grade of the post
The duties and responsibilities highlighted in this Job
Description are indicative and may vary over time.
Post holders are expected to undertake other duties
and responsibilities relevant to the nature, level and
extent of the post and the grade has been established
on this basis.
Physical requirements
Not applicable
Transport requirements
Access to own transport to attend events outside school
Working patterns
Variable hours up to 37 hours per week,
term time only
Working conditions
Indoors
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Person Specification
Essential

Desirable

Evidence

NVQ 2 Literacy and numeracy
or an equivalent qualification

(a), (t)

Administrative and clerical
experience gained in a school
or educational establishment

(a)

KNOWLEDGE/QUALIFICATIONS
NVQ 2 or equivalent qualification or experience in a
relevant discipline e.g. RSA Level 2 word processing
Good numeracy and literacy skills
EXPERIENCE
Experience of general clerical/administrative/
financial work

Experience of an IT based
administration system e.g. SIMS
SKILLS AND COMPETENCIES
Ability to use IT effectively

(a), (i)

Good keyboard skills
Knowledge of relevant policies/codes of practice and
awareness of relevant legislation
Ability to work with children and adults
Ability to work as a member of a team
PHYSICAL, MENTAL AND EMOTIONAL DEMANDS

OTHER
Willingness to participate in training and
personal development

(i)

Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality
questionnaire (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits

Contact us
Three Rivers Teaching School Hub
Cottingwod Lane
Morpeth
Northumberland
NE61 1DN
01670 515415
teachingschool.hub@the3rivers.net
www.3rtsh.co.uk
The Three Rivers Teaching School Hub - Led by The King Edward VI School, Morpeth

