Administration Assistant
Job Pack
Seagrave Village Primary School
Part of
Bradgate Education Partnership

Welcome from the
Chief Executive Officer

This is a very exciting time to join our Trust and is a highly rewarding place to work
as we aspire to be Leicestershire’s leading multi academy trust.
We seek someone who identifies with our mission and values and someone who
will be dedicated to driving forward the schools working in partnership with the
Head Teacher and the Trust’s Central Team.
Our mission statement is:
‘To create high quality educational opportunities for all children and young people
across the partnership by developing a strong collaborative and co-operative
model through which we encourage autonomy, share best practice, enhance the
professional aspirations of our staff and ensure the safety and well-being of all
pupils and staff.’
We aim to foster wonderful learning experiences through our academies across
the age range and to develop the very best career opportunities for all of our
employees, ensuring our staff are given the best possible career path and support
to achieve your own personal goals.
Gareth Nelmes

Bradgate Education Partnership
We are a primary and secondary multi academy trust based in Leicestershire
Our MAT was formed on 1st September 2016. We believe in a ‘through’ education model, developing
individuals and schools to ensure each pupil has the chance to reach their full potential. We are passionate
about fostering wonderful learning experiences for the pupils within our care ensuring that each pupil has
the chance to reach their full potential. We are also committed to our local community and have a
dedicated staff team Trust wide, led by a group of excellent Head Teachers.
There are currently 15 schools that make up our Multi Academy Trust with an age range of 2-18. We are a
truly collaborative model with all schools working together to improve educational outcomes within the
area.
The Trust’s Central Team comprises a number of professional services ranging from School Improvement,
Welfare and Safeguarding, Finance, Human Resources, Estates Management and Administration. These
teams work closely with all of the schools to provide the vital support that is required in the running of our
truly collaborative MAT.

Seagrave Village Primary School
Welcome from the Head Teacher
Thank you for your interest in Seagrave Village Primary School. We are a small, successful
school located in a beautiful Leicestershire Village with a strong sense of community, the
school is central to the village and a focal point of village life. Seagrave has a dedicated
team of experienced staff with children who behave well and are eager to learn. Our staff
ensure they make every effort to make the learning experience fun and memorable for our
children. We aim to provide our children with a huge range of educational experiences that
span across the curriculum and beyond. This includes our Forest School, Rockbands, music
tuition, a close partnership with LCFC and other professional sports coaches and an
engaging, practical curriculum. As well as a host of off-site learning experiences and
residential trips.
Our school has four classes – EYFS, KS1, LKS2 and UKS2. Class sizes are 30 or less and 15 in
EYFS. Each class has a dedicated Teaching Assistant. The ethos in school is very supportive
with a family feel. The children thrive due to our approach to educate the whole child and
engage with their interests and family.
We look forward to receiving your application.
Kate Litchfield

About our School
Our mission is to ensure all our children are inspired to learn and develop a
love of learning to take with them throughout their life.
We are passionate about learning at Seagrave and make every effort to
make the educational experience here fun and memorable. Our children
encounter a huge range of educational experiences that span across the
curriculum and beyond.
Everything we do as a school is to ensure that the children achieve their
very best. We are deeply aware that children only get one chance at their
primary education and it is our job to ensure that they all reach for the
highest levels of personal achievement and development.
https://www.seagravevillageprimary.co.uk/our-school/school-values/

The Role of the Administration Assistant
We are looking for an enthusiastic and approachable individual to join us at Seagrave
Village Primary School - ideally from 5th January 2021 or sooner if possible, we can be
flexible with the start date. This post is part time and permanent.
Working hours – Monday - Thursday 8.45-11.30, Friday 8.45 – 11.30 and 1-3.30
This is an exciting opportunity to join a small, caring and highly motivated team.
The ideal candidate for the role will:








Be enthusiastic and driven to provide the best care for our children
Be a patient, respectful and an adaptable team player
Be somebody that can make good relationships with pupils, parents and
colleagues
Have a sense of humour
Able to work using their initiative
Have good computing skills
Be well organised and systematic in their approach to tasks

Applications

Further Information

To apply for this position please
visit our careers website
https://www.eteach.com/career
s/seagravevillageprimary-co/
and apply using the online
application form.

We strongly encourage candidates
to arrange an informal visit or
telephone conversation with Mrs K
Litchfield before submitting an
application.
If you wish to find out more
information about the role before
applying, please contact: Mrs Kate
Litchfield
Email:
klitchfield@seagrave.bepschools.org
Tel: 01509 812486

Please submit your application
along with a supporting
statement to explain your
suitability and reasons why you
are applying for the role.

Application Closing Date: 9am, 7th December 2020
Provisional Interview Date: w/c 14th December 2020

Safeguarding

Equal Opportunities

Bradgate Education Partnership is
committed to safeguarding and
promoting the welfare of children and
young people. All staff and volunteers
are therefore expected to behave in
such a way that supports this
commitment. Appointment to this post
will be subject to satisfactory preemployment checks.

We are determined to ensure that no
applicant or employee receives less
favourable treatment on the grounds
of gender, age, disability, religion,
belief, sexual orientation, marital
status, or race, or is disadvantaged by
conditions or requirements, which
cannot be shown to be justifiable.

Bradgate Education Partnership
Trust Offices
Wreake Valley Academy
Parkstone Road
Syston
Leicestershire
LE7 1LY
Email: info@bepschools.org
Telephone: 0116 478 3426

Seagrave Village Primary School
Green Lane
Seagrave
Loughborough
LE12 7LU
Email: office@seagrave.bepschools.org
Telephone: 01509 812486

