
 

Title:   Office Manager 
Pay Range:  Actual £23,541 to £27,041  
Salary:   Grade 5, Points 15 - 22 
Hours:    Full Time, 37 Hours Per Week  
Contract Type:  Permanent 
Location:  Ernehale Flying High Academies, Derwent Crescent, Arnold, Nottingham, NG5 6TA 
Application Deadline: 5:00pm Wednesday, 17 August 2022 
Interview Date:  Week commencing Monday, 22 August 2022 
Potential Start Date:  Wednesday, 31 August 2022 
 

Are you highly organised and efficient? 
Will you embrace the opportunity to bring together an Infant and Junior school into one Hub? 

Will you make every day count for our children, their families and our staff? 
 

If so, then we want to hear from you! 
 
Ernehale Flying High Academies are looking to appoint a welcoming, enthusiastic, dynamic, committed and 
highly organised Office Manager. This is a key role in our school and the successful applicant will be 
responsible for leading and managing all aspects of the school office and administration. They will lead on 
ensuring that the school office provides an effective, efficient and pro-active administrative support function 
for all stakeholders and that the delivery of this is in-keeping with our school values.  
 
You would be joining an exceptional and supportive team of professionals, who are relentless in our pursuit 
of excellence and our mission to make every day count for the children. Each of our individual roles has an 
impact on the future of our children and so, we put them at the heart of the decisions we make and the 
services we provide.  
 
At the heart of the Ernehale FHA, is the ABC Charter, that underpins the curriculum, ensuring that all pupils 
become aspirant, independent, and confident life-long learners, who have empathy towards one another 
and are prepared to take risks in their learning. Aim High, Be Our Best, Choose Kindness. The school believes 
children learn best when they feel happy, secure, confident, and valued, irrespective of their ability or 
disability, social background, culture, or gender. Children are helped to understand the importance of 
democracy, the rule of the law, freedom of speech and respect for others, through the curriculum and extra-
curricular activities. They are also encouraged to understand the importance of taking responsibility for their 
own behaviour and the choices they make. These concepts are both explicitly taught and are also interwoven 
into everyday learning and school experiences.  
 
Ernehale Flying High Academies, is part of The Flying High Partnership which consists of two distinct parts: 
Flying High Trust and Flying High Futures. Flying High Trust is a Multi Academy Trust of 30 primary schools 
across Nottinghamshire, Derbyshire and Nottingham City. Our Flying High family work hard to deliver the 
best possible opportunities to our children. Through this partnership we are proud of our achievements and 



 

are recognised as one of the highest performing Multi Academy Trusts (MAT) in the country. Flying High 
Futures provides professional learning internally for staff across the Trust, and externally through 
Department for Education national programmes. Forming part of Flying High Futures is the Flying High 
Teaching School Hub, Flying High English Hub, and the Flying High cohort of Inspiring Leaders teacher training. 
 
We are looking for someone who is excited to be a part of this partnership, with the administrative skills, 
organisational skills and people skills to be an asset to our team.  
 
We can offer you: 
 

• A fantastic working environment, in a team that works together for the benefit of children in our 
school 

• Lovely children who will make you smile every day! 

• Support to develop you within this role, to be the best you can be, and to help you develop for your 
next career step 

• An opportunity to be part of a supportive, developmental partnership 

• The opportunity for quality Continuous Professional Learning 

• A varied job where no day is the same! 

• The opportunity for flexible working and a generous holiday entitlement. 

• Local Government Pension Scheme – one of the most competitive schemes on the market 

• An organisation committed to supporting and enabling all staff 
 
We are looking for someone who: 
 

• Is passionate about supporting our families and staff team. 

• Is an organised, experienced administrator with a good financial background  

• Has excellent communication, interpersonal and organisational skills. 

• Can work effectively with and without direction. 

• Has enthusiasm, energy, integrity, and professionalism. 

• Is a team player.  

• Has an eye for detail. 

• Is willing to go above and beyond and celebrate our school – our environment and our wonderful 
children, staff and wider community  

 
 

 
 



 

If you wish to apply for this vacancy, please visit our school website at 
https://www.ernehalefha.co.uk/current-vacancies where you will be able to find information on how to 
submit your application. 
 
To find out more about the role, or wish to discuss anything in more detail, please contact 
t.mistry@ernehalefha.co.uk 
 
For further information about the Flying High Partnership or if you require any support in relation to the 
/applications form please visit www.flyinghighpartnership.co.uk  
 
Our organisation is committed to safeguarding and promoting the welfare of children and expects all staff 
and post holders to share this commitment. We are committed to equality of opportunity for all staff and 
applicants. Applications from individuals are encouraged regardless of age, disability, sex, gender 
reassignment, sexual orientation, pregnancy and maternity, race, religion or belief and marriage and civil 
partnerships.  

http://www.flyinghighpartnership.co.uk/

