
  

Training Administrator Required 

37.5 hours per week – 52 weeks per year 

Salary £15,000 to £17,000 (Dependent on qualifications and experience) 

Holiday 6.6 weeks per year (which includes an allowance for Bank Holidays) 
 

We are looking to appoint a skilled professional with the following skills, training and expertise:  

 To provide clerical, reception and administrative support, to ensure the continued effective 
function of the school office.  

 To gain an understanding of other key admin tasks and to provide cover where necessary for any 

other administrative role, including maternity cover. 

 Admin associated with new staff including staff development folders, welcome emails to staff. 

 Issuing petty cash including effective recording of expenses and filing of receipts. 

 Upkeep of the school diary including Logging of staff and pupil absence and sickness. 

 Ordering school supplies. 

 To assist the School Business Manager with the development of school’s database.  

 To organise, coordinate, support and assist senior staff with associated training admin, records, 

reminders & systems. 

 Has excellent communication skills, is change orientated, self-motivated, inclusive and a team 

player with a sense of humour. 

 

This is an exciting opportunity for a highly motivated individual wishing to progress their career.  The post of 

Training Administrator is crucial to our success in providing a therapeutic environment for our pupils to learn 

and live.  

We are dedicated to staff development and provide excellent training – the post will offer you a chance to 

become an important part of the Administration Team and make a real difference to the lives of our young 

people.  
 

Start Date:  ASAP 

Closing date: Open until filled  
 

For an application form and full job description please see our website:   

www.sheilingschool.org.uk 

Tel: 01454 412194 
 

The Sheiling School in Thornbury, South Glos is a residential Camphill (Rudolf Steiner) School for children with 

learning difficulties aged 6 to 19 and is part of Thornleigh Camphill Communities. Our beautiful grounds on the edge 

of the town encompass several residential houses for children and adults, a school building, indoor and outdoor craft 

workshops and a swimming pool. Adjacent is our farm, which provides organic produce for the community. 

We are located 30 minutes from Bristol and Gloucester 

The Sheiling School is committed to safeguarding and promoting the welfare of children and expect all staff to 

share this commitment.  Any offer of employment will be subject to receipt of satisfactory references from previous 

employers and a DBS check at an Enhanced level, including the Barred list. 

http://www.sheilingschool.org.uk/

