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EXAMINATION AND DATA ADMINISTRATOR – PART TIME


We are looking to appoint an Administrator to support the Examination and Data Officer in providing a streamlined examination process and a data provision that links into the academic assessment and tracking within the Senior School. 

The role requires someone who has great organisational skills, an eye for detail and is able to plan, organise and think on their feet. 

The working pattern is quite specific in order to cover peak exam periods and keep things moving during the in-between periods and the preparation.

· 6 exam weeks in the summer term and 2 weeks in the autumn term @ 37.5 hours
· 26 weeks working two days per week, total per week 15 hours.
· 4 summer exam results days in August @ 7.5 hours
· Total working hours over the year 720. 

Ackworth School, a co-educational boarding and day school, was founded in 1779 by the Religious Society of Friends (Quakers). It maintains its ethos and traditions and is still governed by the Society. The school is academically non-selective and provides an excellent range of facilities and extra-curricular opportunities, recently achieving "Excellent" in the FCI/EQI (February 2023). The Head is a member of both HMC and the Society of Heads.

Our pupils are one of Ackworth's USP's. Visitors to the school never fail to acknowledge how amazing they are and how positive the encounter is. All staff at Ackworth pay a key part in the operation of the School to make sure that it runs smoothly and so that we can focus on delivering an excellent education for our pupils. 

The successful candidate will:

· Have superb organisational skills with meticulous attention to detail 

· Be able to work on own initiative 

· Have good time managements skills, including the ability to work to deadlines 

· Able to work well as part of a team 


In return we offer:

· generous fee remission of up to 50% for the children of our staff
· all food and refreshments during the working day
· free on-site parking
· flexible pension and health benefits
· a supportive and friendly environment based on the Quaker ethos of the school
· a beautiful working location in an ideal location within easy travelling distance of the main centres of Sheffield, Leeds, Doncaster and York
· A salary of £10,242.70 (£24,750 FTE) working hours over 34 weeks

Completed school application forms should be submitted with a cover letter of no more than one page and should be sent by email to jobs@ackworthschool.com
 
Closing Date:  Wednesday 28th January 2026 at 9.00 a.m. We may interview suitable candidates prior to the deadline.

Interviews will be held the week after.

Applicants should read carefully the Recruitment, Selection and Disclosure Policy. Our recruitment privacy notice is also available on our website within “Working For Us”. 

Ackworth School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974 and all applicants will undergo child protection screening, including checks with past employers and an enhanced DBS and Barred list check with Disclosure and Barring Service. Applicants should also be in sympathy with the School’s Quaker ethos.

For an informal and confidential discussion, please contact Dan Radford on 01977 233600 or Daniel.Radford@ackworthschool.com
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