Pathfinder

Providing an excellent education from age 2 to 19

Applefields Schoo
Required from: As soon as possible
Interview date: w/c 5th October 2026
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4 e ; g Crade 6 —Level 1to 4 (£29,331 to £31,998) -to

be pro rated for actual hours and weeks

‘ Ap p I Eﬁ e I dS SCh 00 I Permanent—Term Time only plus two weeks

37 hours per week

Mon—Fri 8.00am—4.00pm . 30 minute lunch break

REPORTS TO

School Business Manager

HOW TO APPLY

We are seeking an organised, friendly and proactive Office
Manager to join the team at Applefields School. The
successful applicant will oversee the day-to-day running of

the school office, providing efficient administrative support _ _
to staff, pupils, families and visitors. Sam Willsden—School Business Manager

Applefields School

Completed application forms should be posted
or emailed to:

We are looking for someone who can work independently, Bad Bargain Lane
Burnholme

York YO31 OLW

use their initiative, prioritise tasks and build positive
relationships with others. Experience of working in a school

or similar setting would be desirable. Email: swillsden@applefields.pmat.academy
ADDITIONAL INFORMATION
About the SChOOI Applefields school is an equal opportunities

employer, committed to safeguarding and
promoting the welfare of children. Enhanced
DBS check required.

We are a secondary school for children and young
people with additional needs based in the Burnholme
area of York. We have embedded classes at secondary
mainstream schools in the city and post-19 provision in As part of our due diligence process, an online

partnership with Askham Bryan College. search will be conducted on all shortlisted
candidates. These checks are carried out in

accordance with Keeping Children Safe in
Education (KCSIE) guidance to determine
suitability to work with children and young
people and keep them safe.

Our students are at the heart of what we do, and with
them we will help them to achieve their aspirations. Our
school is a rich and vibrant place and one where each
young person receives an individual opportunity to
learn, grow and achieve.

Applefields School York 1
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Our school is a rich and vibrant
place and one where each young
person receives an individual
opportunity to learn, grow and
achieve.

We are a secondary school for
young people with additional needs.
We have embedded classes at
secondary mainstream schools in
the City.

Our students are at the heart of
what we do, and with them we will
help them to achieve their
aspirations.

We want our students to 'Own their

futures' and live and prosper in

society.
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About our Trust

Providing an excellent education from age 2 to 19

Setting the course

Formed in August 2016, Pathfinder is a successful,
well-established Multi Academy Trust serving more
than 6,200 children and their families across York
and North Yorkshire.

We are a flourishing and supportive learning
community. A partnership of like-minded Church
and Community Schools, where a clear and
ambitious vision of a high quality inclusive
education sets the course and permeates across all
areas of school life. Pathfinder has a proven track
record of . We are a Trust with
strong examination results, high quality teaching

Serving and inspiring

and learning, an inspiring curriculum, excellent
opportunities for personal development and a
wide, varied programme of extra-curricular
opportunities.

We understand that achievement comes in many
different forms and work collectively to serve and
inspire, nurturing aspiration and promoting
excellence in all our students. We value the
uniqueness and diversity of each of our schools,
celebrating this distinctiveness and the
contributions they make to the wider Pathfinder
community.
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Job Description

Main Purpose of Job

The school Office Manager is responsible for the school office organisation, school administrative systems, the
management of office staff and to provide the Headteacher and School Business Manager with a full and
comprehensive administrative support service.

Core Responsibilities, Tasks and Duties

) Responsible for a full range of administrative functions, some of a more complex nature and to monitor
and develop existing processes and procedures.

) Take a lead role in developing best customer service and managing relationships with staff, parents and
external partners.

) Manage the office and team workload, allocating work to others within the team and ensuring competing
demands are reconciled.

) Manage and maintain management information systems.
o Data analysis and production of complex reports and returns e.g. DfE.
o Produce standard and individual letters, documents and reports, sometimes of a more complex nature,

within set guidelines and prescribed timescales.

o Deal with and respond to complaints.

o Support the Headteacher and Business Manager as required.

. Manager service contracts.

. Take lead role in planning, developing/designing systems and procedures.

. Undertake special projects/assignments relating to administration.

o Ensure all administrative practices reflect the needs of children and young people with additional needs

and contribute to a safe, inclusive and supportive school environment.

Supervision/Management of People

Line management, development and day to day supervision of one other person in the school office.

Creativity and Innovation

o Pro-active and use initiative in proposing changes to working practices and/or processes.

o Continually assess work to improve and develop office systems as necessary.

o Subject to minimal supervision, work within established procedures, practices and routines, where these
exist.

. Deal with complex problems.

. Adhere to documented school procedures and interpret policies and guidelines.

. Ability to give advice and seek information from pupils/parents.

www.pathfindermat.co.uk



Contacts and Relationships

o Senior Leadership Team, team leaders on a regular basis to give and receive information, a confident, calm
and firm manner may be required.

o All staff, pupils, parents and governors.
o Contact with LA Officers, suppliers, Special Educational Needs (SEN) agencies and Social Services.
. Other outside agencies (Police, health services etc).

o Management / prioritisation of own workload and others, delegating work as appropriate.
o Negotiation, problem solving, giving advice and seeking information.
o Working without close supervision and dealing with issues which will not be subject to established

procedures, practices and routines.

. Use judgement to design, develop and implement modification / variations to processes and working
arrangements, to improve the quality of the work of the team.

. Uses discretion when responding to enquiries so as not to commit any breaches of confidentiality.

o The role the job holder undertakes can have a significant effect on the staff morale and efficiency of the
school office and the service it provides.

Work Environment

. The job is unpredictable with little routine.

. Required to work to strict deadlines.

. This role is largely office bound but often involves moving around the school premises.

o Normal office environment.

o There may be a risk of abuse from some pupils / parents and a risk from contagious illnesses.

Knowledge and Skills

. Computer literacy, numerate, typing/secretarial skills.

. A good understanding of administrative processes.

o Knowledge of a range of computer software packages including finance systems.
. Ability to work under pressure to deadlines.

. Experience in customer service skills.

. Understanding of Safeguarding in education.

. Knowledge of Health and Safety issues.

. Ability to input, understand and present data.

. Ability to prioritise own work and that of others in line with school’s strategic aims.

o Ability to supervise, train and induct staff and prioritise their work.

. Ability to give clear, accurate advice.

o Requires skills for planning, development and monitoring of support services.

o Requires persuasive, influencing skills for dealing with staff, governors and external contractors.
o Ability to provide accurate information and attention to detail.

o Understanding of Safeguarding issues and ability to follow all school procedures relating to this.

www.pathfindermat.co.uk



Pathfinder

Professional Development

The professional development of our staff is a
key commitment of the Trust and we have a
career pathways programme to ensure we recruit,
develop and retain the very best colleagues.

Teaching Staff

For our teaching staff, we have a career pathways
programme which starts with Initial Teacher Training
and progresses through to Executive Headteacher/
CEO. At Pathfinder we:

B create a bespoke pathway to develop each
person’s individual talents and ambitions.

B provide staff with the highest quality research-
proven CPD training.

B offer access to skilled leaders and mentors.

B give staff opportunities for development from
Initial Teacher Training to senior management.

Administrator
Admin Assistant
Headteacher's PA
Office Manages

Support Staff

The support staff in our schools benefit from our
Learning, Training and Development programme
which aims to ensure that all staff are equipped with
the necessary skills, qualifications and resources to
fulfil their roles to the highest standard. At
Pathfinder, our support staff will:

Receptionist
School Butiness Manager
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B be confident in fulfilling all aspects of their role to
the highest level.

B act as a source of support, advice and guidance
to their colleagues.

B identify any training and development needs for
themselves and staff they manage.

Pathfinder Teaching School Hub

Staff in our schools are able to benefit from the wide range of 3 .
training and development opportunities delivered through the A Pathfinder

Pathfinder Teaching School Hub, based at Archbishop Holgate's
School. As well as providing the full suite on National Professional
Qualifications, the Hub and its key partners deliver a wealth of training and development opportunities
for teachers at every stage of their career across our urban, rural and coastal school communities.

Teaching School Hub
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Benefits of Working at Pathfinder

Our range of employee benefits aims to support
the health and wellbeing of our staff ensuring
they are valued and supported throughout their
time at work.

Pension Scheme

You are offered membership of either Teachers’
Pension Scheme, or for support staff, the Local
Government Pension Scheme. As well as employees
paying into the scheme (banded, based on earnings)
Pathfinder also pays into the scheme on your behalf
at the following rates (regardless of earnings).

Local Government Pension Scheme
We contribute an additional 20.4% of your salary.

Teachers’ Pension Scheme
We contribute an additional 28.68% of your salary.

all of our benefits in one easy

to use and convenient place.

Vivup also provides exclusive benefits through their
platform and the option to spread the cost of
purchasing items straight from your salary through
the home and electronics and cycle to work benefits.

Staff Benefits Platform

Our dedicated employee
benefits platform Vivup
provides staff with access to

CSSC Sports and Leisure

Our staff benefits scheme with &
CSSC gives Pathfinder staff v

access to over 4,500 benefits, cssc
offers and activities including savings at restaurants,
cinemas, gyms, theme parks and attractions; up to
70% off shopping with thousands of online and high
street retailers and free health and wellbeing portal
for courses, classes and content.

TES Magazine Subscription

All Pathfinder employees have g,
unlimited access to the online »a es
TES magazine keeping you up

to date with the latest education news, analysis and
teaching and learning knowledge.

Employee Assistance Programme

Making sure everyone at .
Pathfinder gets the support n‘ ,Egtl;?)g?fn

they need whatever their
worries, the Employee Assistance Programme
provides specialist counselling and resources

24 hours a day, 365 days a year. The service is
completely confidential and provides support by
telephone or online from specialist call handlers
and counsellors who understand the demands of
working in education. You can also access:

B Emotional support and counselling

Six sessions of in person or telephone counselling
Access to online Cognitive Behavioural Therapy
Specialist information on work-life balance
Financial and legal advice

Able Futures

As a Trust, we are subscribed a ble
to Able Futures which provides futu res
up to nine months of confidential,

no cost advice, guidance and support from mental
health professionals to help you cope with work
while you manage a mental health condition such as
anxiety, depression or stress.

Discounted Bus Travel

As part of the FIFS.t Bus Commuter GOMMUTER)
Travel Club, Pathfinder employees TRAVEL

benefit from discounts on work
and leisure travel using First Bus
services. The benefits include:

CLUB

[ ———

B Savings on discounted monthly bus tickets
B Unlimited bus travel in your chosen zone
W Tickets delivered straight the First Bus app
B Spread the cost of annual travel

Free Will Dunham
Writing Service McCarthy

Estate planning and will writing specialists Durham
McCarthy are able to offer Pathfinder employees a
free will writing service to help you plan for your
future, protecting your family and loved ones.



