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GREEN LANE PRIMARY ACADEMY
GREEN LANE 
ACKLAM 
MIDDLESBROUGH
01642 277407
Email: academy@greenlanemiddlesbrough.co.uk
www.greenlanemiddlesbrough.co.uk


ADMINISTRATION ASSISTANT
Grade D Point 6 – 37 hours per week term time only
Actual Salary: £21,873 - £22,371
Permanent to start as soon as possible

Green Lane Primary Academy, part of The Legacy Learning Trust, is seeking to appoint a highly motivated and organised Administration Assistant to join our busy school office.

The successful candidate will play a vital role in the day-to-day operations of our school office.
At Legacy Learning Trust we are a strong, growing, cross-phase Trust, rooted in our local community and committed to placing learners and learning at the heart of all that we do.

We welcome applications from candidates who align with the values we pride ourselves upon:
· Strong relationships
· High expectations and aspirations
· Equality and equity
· Celebrating diversity

We are seeking to appoint a passionate, highly-skilled member of staff to join our dedicated, caring team. Applicants are asked to demonstrate their skills and experience that they will bring to the post and how they will meet the requirements of the Person Specification. 

The successful applicants will be:
· Able to demonstrate good communication and interpersonal skills
· Flexible and well organised
· Able to multitask effectively in a busy environment while maintaining attention to detail
· Experienced in administrative work

To apply please visit: www.greenlanemiddlesbrough.co.uk
Please refer to the supporting documentation and complete the application form.  Please return it to email: academy@greenlanemiddlesbrough.co.uk
 
Visits to school are welcomed. Please contact the school office to arrange.

Closing date: Friday 29th May 2026
Interviews will take place on Thursday 4th June 2026



Please note: the post holder will be engaging in regulated activity, working mainly or wholly with children. This position is exempt from the rehabilitation of offender’s act 1974. It is an offence to apply for this role if you are barred from engaging in regulated activity relevant to children.

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  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 (DBS) check.
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