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Welcome
Thank you for showing an interest in becoming part of
our team at The Bulwell Academy.
The Bulwell Academy is an inspiring place…
Our students and staff have embarked on an incredibly exciting
journey, and we want to ensure our place among the country’s highest-performing
schools.
To do so, we are committed to recruiting the most dedicated, compassionate, and
driven professionals.
Our fundamental belief is that every child can achieve greatness, fulfil
their dreams, and live happy and successful lives.
Our unwavering determination to achieve the highest standards of
education, pastoral support and safeguarding, provides our students and
colleagues with every opportunity to succeed.
We expect our students to aspire, work hard and be kind. Our insistence
on exemplary student behaviour provides strong foundations upon which
all can thrive.

“It is our mission to
discover and unleash
the potential of every
child and colleague we
serve”.

Our disruption-free classrooms set the stage for our staff to deliver our
knowledge-rich and ambitious curriculum through excellent and enjoyable
teaching experiences and purposeful learning.
We are committed to identifying and removing any barriers to ensure every child is
given the support required, in and between lessons, to empower them to engage well
and achieve fantastic qualifications.
Always learning together, we strive to be better practitioners every day. We contribute
to a needs-based and data-informed CPD strategy, ensuring personal development is
relevant, bespoke and purposeful.
Leaders at the Bulwell Academy do so from the front, with integrity and empathy,
supporting teammates to achieve personal career goals.
Whether it’s progressing to one of the world’s best universities or securing places with
sought-after apprenticeship providers, we want leavers to be confident, competitive,
caring and happy contributors to society.
We know success is not just confined to classrooms. It is forged in theatres and
galleries, on pitches, tracks and courts. It is our mission to discover and unleash the
potential of every child and colleague we serve.
If you have the qualities to help us achieve our vision, we look forward to your
application.

Brad Nash
Principal
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ABOUT
CREATIVE
EDUCATION
TRUST
Creative Education Trust inspires and enables young people to build successful
lives on foundations of learning, resilience and employability. We believe that a
rewarding educational experience and the highest possible qualifications are
the best way to ensure social mobility for young people.
Creative Education Trust is a growing multi-academy trust educating over 13,000
children in England. It was established in 2010 to work in England’s post-industrial
cities and coastal towns: areas of economic disadvantage and with a history of
academic underachievement. We transform these schools by integrating a knowledgerich curriculum with skills and creativity.
Creative Education Trust defines creativity as the ability to find connections between
the things we know and turn these connections into new ideas and action. The
academic arts and the sciences, practical subjects and life skills all need this
creativity, and creativity is valued highly by employers. Our staff and expert advisers
use imaginative methods for linking knowledge across subject boundaries, fostering
personal development and resilience and developing practical skills that prepare
pupils for their transition to adult life and employment.

 Raise their attainment in exams and
tests through outstanding teaching

 Make them intellectually curious with a
sense of confidence

 Increase their participation in HE, FE
and apprenticeships

 Ensure they have employable skills and
attitudes

 Create rounded individuals through a
wide choice of co-curricular activities

 Educational rigour
 Organisational effectiveness
 Financial efficiency
 Partnership & recognition of local identity
 Respect for autonomous leadership
 Quality not quantity
 Promoting practical creativity
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ABOUT
THE BULWELL
ACADEMY
We are a mixed secondary school, catering for children between the ages of 11 and
18 years and located in Bulwell, an area in the north of Nottingham City.
Since May 2018 we have been part of the Creative Education Trust. This is
enabling the school to rigorously pursue rapid improvement for the children we
teach.
The school boasts many facilities, and we strive to provide an inclusive and
expansive education for all the children in our care.

Our on-site facilities include:

 Sports facilities including astro turf pitches
 Multi-Use Sports Hall
 Hair dressing salon
 Dance studio complete with sound system and mirrored wall
 Hall complete with tiered seating
 Interactive whiteboards in every classroom
 Computer suites in most teaching areas
 Modern library with wide range of reading materials.

‘Our building has been designed to
provide a nurturing environment to
stimulate young minds, through light
and open classrooms, quieter
independent learning areas and state-ofthe-art learning and sporting facilities’.
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SUPPORT
FOR OUR
STAFF
For our students to achieve their full potential we know that it is essential
that our staff thrive professionally. We value hard work and provide
ample opportunities for all our teachers to work collaboratively with
their colleagues.
As a school, we expect the best and firmly believe that we never stop
learning. We share ideas and good practice regularly and encourage
everyone to contribute to the professional development programme. We are
supportive of new ideas and approaches, and eager for individuals to
develop their professional practice in line with their career goals. All staff are
openly encouraged to take responsibility for furthering their own professional
development and opportunities regularly arise for promotion.
We recognise the value and importance of working with other schools in our
trust and beyond and all staff at The Bulwell Academy benefit from visiting
other schools and learning from them. Our middle leaders are benefitting
from their participation in the Ambition School Leadership Teaching Leaders
Programme and some have embarked on NPQ qualifications.
Early Career Teachers at The Bulwell Academy will benefit from high quality
mentoring and access to a customised induction course designed
specifically to smooth their progress through the ECT induction period.
We are keen to welcome teachers at any stage of their career and can offer
them a comprehensive programme of support and challenge
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ATTENDANCE
ADMINISTRATOR
JOB DESCRIPTION
AND PERSON
SPECIFICATION

Provide administrative support to the Attendance
Manager, and SLT in the production of documents
pertaining to all aspects of attendance including
reports and bulletins/newsletters

LOCATION
The Bulwell Academy, Bulwell, Nottingham

Support students to class with anxiety if needed and
collect students from class for appointments

SALARY
£23,080 - £24,491 per annum FTE
£19,763 - £20,971 per annum for 39 weeks (TTO)

Ensure safeguarding concerns are logged and
procedures are followed

THE ROLE
To provide a professional and efficient administrative
support service to the Attendance Team.
REPORTING LINES
The post will report to the Administration Manager.
KEY RESPONSIBILITIES
Make early morning calls home, receive phone calls
and log all absences on SIMs database
Ensure all registers are completed with no missing
marks or unexplained absences
Chase non-completion of registers and refer any
ongoing issues to the Attendance Manager
Monitor the attendance of vulnerable students
Ensure all unexplained absences are accounted for
and maintain the attendance trend tracker

Maintain student/year group files
Promote attendance awards
Send positive texts to parents and post cards to
students

Log and update attendance records on the attendance
tracker
Collect and log students for appointments (health and
safety, safeguarding, fire safety)
In the event of a fire/fire drill, collate registers for safe
monitoring of students
Contact parents/carers to attend relevant meetings
Contact external agencies and key staff as and when
required
Register students when exams are taking place
Deputise in the absence of the Attendance Manager
OTHER RESPONSIBILITIES

 To undertake as required other duties and
responsibilities relevant to the job or the seniority of
the post as directed by the Principal.

Monitor and analyse attendance data, identifying
students who require support
Make period 5 welfare calls to discuss absences and
return to the academy, in liaison with the
Attendance Manager, Year Managers and
safeguarding where appropriate
Liaise with the Attendance Manager to discuss
attendance and punctuality issues at the
Academy.
Monitor completion of class registers through SIMS
and class charts. Chase up missing registers and
monitor incorrect registers.
Monitor students arriving late to the academy; log late
minutes and inform relevant staff
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ESSENTIAL

DESIRABLE

QUALIFICATIONS



Good general education including
GCSE (or equivalent) Maths and
English, grade C or above



Driving licence and access to a vehicle

EXPERIENCE



Experience working in a busy
administrative support role
Experience of using and maintaining a
large database system such as SIMS
Experience of analysing data and
identifying key areas for improvement



Experience of working in an educational,
attendance-related setting
Working with children, young people,
parents/carers and families in an
educational context
Experience of SIMS or similar database
system
Experience of working with
statutory/voluntary agencies dealing with
children and families.








KNOWLEDGE AND
UNDERSTANDING




SKILLS AND
PERSONAL
ATTRIBUTES














Knowledge of the education
system and systems within schools
Understanding of legislation relating to
school attendance as well as the
safeguarding and welfare and protection
of children.



Understanding of the issues affecting
truancy and non-attendance

Excellent verbal and written
communication skills appropriate to the
need to communicate confidently and
effectively with colleagues,
parents/carers, students and other
professionals.
Ability to prepare and write reports and
produce factual and statistical
information as required.
Ability to proficiently use office computer
software including word-processing,
spreadsheet, database and internet
systems.
Ability to form good relationships with
students, parents/carers, colleagues and
external agencies including social
workers and the police.
Ability to work constructively as part of a
team, understanding school roles and
responsibilities including own.
Ability to maintain confidentiality at all
times
Ability to act on own initiative and to
prioritise own workload to effectively
meet deadlines
Comfortable handling conflict and
difficult situations
Good organisational skills and ability to
produce work accurately

EQUAL
OPPORTUNITIES



A demonstrable commitment to
supporting and promoting safeguarding,
student welfare, equality, and diversity

SAFEGUARDING



A thorough understanding of up-to-date
safeguarding requirements and best
practice

Creative Education Trust is committed to safeguarding and promoting the welfare of our children and young people and expects all staff and
volunteers to share this commitment. The successful applicant will be required to undertake relevant safeguarding checks in line with
Government safer recruitment guideline
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