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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 4 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 
Directors 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

Our values

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.

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

2



About Thropton Village First School 

Welcome to Thropton Village First School.

As a small school, all staff work closely together to 
provide the best possible learning environment for 
our children. We aim to give them a happy, exciting 
and challenging education, which enables them to 
reach their full potential in all areas of life and learning.

We greatly value the support of both parents and the 
community as a whole. This support, together with 
the hard work of both staff and governors, enables 
us to achieve our success.

We welcome prospective parents to look around 
the school and see for themselves the excellent 
education we offer.

At Thropton Village First School, children’s 
happiness is paramount. Set in the heart of our rural 
Northumberland village, we promote our school 
values of friendship, trust, respect and tolerance.

Thropton Village First School enables each child to 
be the very best they can be, through a range of 
challenging and inspirational learning experiences 
that gives them an understanding of the wider world.

We are small enough to care but big enough to 
make a difference.

Mr Liam Murtagh
Headteacher
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Job Advert

Thropton Village First School
Part of The Three Rivers Learning Trust 
4-8 Years First School
Headteacher: Mr Liam Murtagh

Job title: Permanent Administration Assistant (Level 3)
Responsible to: Admin/Business Manager
Hours: 20 per week, term-time + 5 additional days 
during school holidays
Pay scale: Band 3, £9,123-£9,306
Start date: W/C 3 October 2022

Applications are invited for the above post to start in 
October 2022.

At Thropton Village First School, children’s 
happiness is paramount. Set in the heart of our rural 
Northumberland village, we promote our school 
values of friendship, trust, respect and tolerance. 

Thropton Village First School enables each child to 
be the very best they can be, through a range of 
challenging and inspirational learning experiences 
that gives them an understanding of the wider 

world. We are small enough to care but big enough 
to make a difference.

The successful person will be a highly efficient, self-
motivated, independent worker who is able to work 
as part of a family team in a small rural school, as 
well as working closely with the Three Rivers staff in 
other schools. 

They will be the Communications Officer for the 
school, able to use all social media platforms and 
manage the school website, in addition to all 
clerical and financial school systems. They will be 
trustworthy and able to work professionally under 
the highest level of confidentiality, while maintaining 
and building good working relationships with all 
stakeholders. They will be compassionate and able 
to converse easily with young children. They must 
have a can-do attitude and be happy to engage with 
all aspects of school life.

Closing date: Thursday 8th September at 12 noon
Interviews: Tuesday 13th September; successful 
applicants will be contacted

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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Job Description

Job purpose
Under the instruction and guidance of senior staff, 
provide reception duties and general administrative, 
financial, organisational support to the school,
maintaining confidentiality at all times.

Resources
Staff: N/A
Finance: N/A
Physical: Responsibility Office, office equipment and 
medical facilities
Clients: Teachers, other staff, students, academy 
councillors and external partners (parents, visitors, 
outside agencies)

Duties and key result areas:
Organisation
• Undertake reception duties and hospitality, 

answering general telephone and face-to-face 
enquiries and signing in visitors

• Assist with student first aid/welfare duties, 
looking after sick students and associated record 
keeping, liaising with parents/staff etc.

• Assist in arrangements for schools trips, events etc.

Administration
• Provide general clerical/admin support e.g. 

photocopying, filing, complete standard forms, 
respond to routine correspondence

• Provide admin support to Senior Leaders and staff
• Maintain manual and computerised records/

management information systems
• Produce lists/information/data as required e.g. 

student’s data
• Undertake IT based tasks
• Undertake ICT tasks within the Trust’s approved 

IT systems e.g. SIMS/Bromcom
• Take notes at meetings and prepare minutes
• Sort and distribute mail
• Undertake administrative procedures
• Maintain and collate student reports/grade 

updates etc.
• Attend parent’s evenings, open evenings and 

other student based events

Resources
• Operate equipment/ICT packages (e.g. Word, 

Excel, Google, spreadsheets, internet, Bromcom)
• Maintain stock and supplies, cataloguing and 

distributing as required
• Operate and record school sales e.g. concert 

tickets, etc.
• Provide general advice and guidance to staff, 

students and others
• Undertake general financial administration e.g. 

processing orders

Responsibilities
• Be aware of and comply with policies and 

procedures relating to child protection, 
health, safety and security, confidentiality and 
data protection, reporting all concerns to an 
appropriate person

• Be aware of and support difference and ensure 
equal opportunities for all

• Contribute to the ethos/work/aims of the school
• Appreciate and support the role of other professionals
• Attend & participate in relevant meetings as required
• Participate in training and other learning activities 

and performance development as required
• Such other responsibilities allocated which are 

appropriate to 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.

Work Arrangements
Physical requirements: None
Transport requirements: None
Working patterns: 20 hours per week over 3 days
Working conditions: Indoors
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Person Specification

Essential Desirable Evidence

KNOWLEDGE/QUALIFICATIONS

• NVQ 2 Literacy and numeracy or an equivalent qualification
• Good numeracy and literacy skills
• NVQ 2 or equivalent qualification or experience in a 

relevant discipline, e.g. RSA Level 2 word processing

Y A, I

• Ability to use IT effectively
• 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

Y A, I

EXPERIENCE

• Experience of general clerical/administrative/financial 
work Administrative and clerical experience gained 
in a school or educational establishment

• Experience of an IT based administration system e.g. 
SIMS/Bromcom

Y A, I

SKILLS AND COMPETENCIES

Good ICT skills and ability to use other types of learning 
technology:
• Photocopying
• Website
• Software programmes
• Excel
• Understanding of codes of practice and recent 

relevant education

Y A, I, R

Appropriate first aid knowledge Y A, I, R

PROFESSIONAL BEHAVIOURS AND OTHER RELATED CHARACTERISTICS

Willingness to participate in training and personal 
development

Y I

Evidence:  
A - Application
I - Interview
R - Reference 
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Contact us 
Thropton Village First School
Thropton
Morpeth
Northumberland
NE65 7JD

01669 620297
thropton@the3rivers.net
thropton.the3rivers.net

https://thropton.the3rivers.net

