
Administration Officer

 

Ref  BSO2 2026 

Grade  Grade 4 (up to £22201 pro-rata) 

Term  37 hours term time  

Perm / Temp  Permanent – 39 – weeks a year – term time +1 week 

Required  September 2026 

Closing Date  12pm Friday 14th August 2026 

Location Academy@Worden  

Redwood Drive , Leyland , Preston , Lancashire , PR25 1RN 

Tel: 01772 421021  

School website: www.academyatworden.co.uk 

Roll: 745 

 

Administration Officer 
 
We are seeking to appoint an enthusiastic, innovative, successful and hardworking Administration Officer. The 
successful candidate will be an outstanding team player and administrator who has the ability to work as part of a team 
to ensure the best possible outcomes are achieved for all the pupils at Worden.  
 
Worden is a successful comprehensive Converter Academy that has a proven track record of improvement with a vision 
that: All pupils achieve and are recognised as unique individuals with specific talents and needs. Students only get one 
chance and we take very seriously our role of providing the best possible opportunities for them to gain the most from 
their time here. 

• Excellent teaching encourages intellectual, creative, technological and physical growth. We aim to develop our 
students’ ability to think independently, solve problems, communicate effectively and live happy and fulfilling 
lives. 

• Students are motivated and recognise the joy of achievement in a safe and orderly environment. 

• Parents are encouraged to take an active part in their child’s education and in the life of the school in general. 

• The experiences of pupils provide opportunities to become tolerant and respectful, resilient and resourceful and 
encourage them to develop the skills required to face the challenges of the future. 

• Students experience a range of enrichment within and beyond the school day and in the community. 

If you are a committed professional, enjoy a challenge, and are passionate about raising standards and making a 
difference, you are a person we want working with us.  
 
Worden is committed to promoting the welfare of children and expects all staff to share this commitment. The successful 
applicant will need to undertake an enhanced DBS disclosure and appointment will be subject to receipt of suitable 
references, qualifications and identity checks. 
 
Interviews: w/c 17th Aug 2026 
More Information can be found at www.academyatworden.co.uk 

 
Essential Qualifications - Grade A* - C, or equivalent, at GCSE or O Levels/CSE in English & Maths 
Desirable Qualifications - Other Post 16 or Higher Education qualifications  
 
Essential Experience - Experience as working as an administrator 
Desirable Experience  

• Experience in working in a school environment 

 
For an informal discussion please contact: Jade McClure on mcclurej@wordenacademy.co.uk with your phone number 
Application forms and further details are available from/returnable to Mark Reed  reedm@wordenacademy.co.uk  
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