
 

 

 

The Langley Academy 

Administrative Assistant (Kickstart) 

Hours: 25 hours per week  
Salary: national minimum wage 

Ref: TAET ADMIN 

An exciting new opportunity is now available for an Administrative Assistant to join us on a 6 month 
Kickstart Placement.  You will be working in a friendly and busy administration team under the 
guidance of the Office Manager at the Langley Academy, an extremely popular and oversubscribed 
secondary school.  
 

Working closely with our Office Manager, you will have the opportunity to gain experience of many 
different aspects of administrative work during the 6 month placement (with training and support 
being given throughout).  This will include general office support, covering reception, producing 
correspondence and undertaking supervised project work.  This will provide you with a broad 
portfolio of experience and the foundations for a career in administration or a related field. You will 
also develop your general work skills including working to deadlines, team work and communication 
skills. 
 
To be successful in the role, you should have a minimum of 5 GCSEs including Maths and English and 
would ideally have evidence of post 16 study. During the placement, you will be working with various 
members of the school team and should be able to build good working relationships with a range of 
colleagues. You will also need to be able to work within a busy office, show initiative and be flexible. 
Previous office experience is not required as full training will be given. 
 
Candidates must be eligible for the Kickstart Scheme to apply (16-24 year olds claiming Universal 
Credit) and be referred through a Job Centre work coach.  Once you have been referred, please 
complete our application form and submit it to Sarah Casemore, HR Director: 
sarah.casemore@arbibeducationtrust.org.  
 
The Arbib Education Trust is committed to safeguarding and promoting the welfare of children and 

young people and expect all staff and volunteers to share this commitment. All appointments are 

subject to an enhanced DBS check.  
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