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Welcome from The Compton School 

Dear Colleague 

Thank you for your interest in the role of Executive Officer for the Middlesex Learning Trust 

and The Compton School. I hope this pack will give you an insight into our Trust and the 

role. 

The Compton School opened in 1992 as a “fresh start” school, and has been through 

numerous refurbishments and building programmes, with over £15 million invested over the 

last 15 years. New buildings have been added and a Sixth Form was opened in 2015. 

The Compton School is an outstanding school and is hugely oversubscribed. The school has 

achieved 4 consecutive outstanding Ofsted reports, with the most recent one being in 2018. 

The school has undertaken a great deal of outreach and has a thriving SCITT (School 

Centered Initial Teacher Training).  

The Compton School established Middlesex Learning Trust, MLT in August 2017. The aim of 

Middlesex Learning Trust is to build a partnership of highly ambitious and successful schools 

who will deliver the best possible education for students of all abilities and backgrounds. 

Currently, the Trust has 3 secondary schools - The Compton School, Southgate School, and 

Stopsley High School. It is led by our nationally recognised CEO, Teresa Tunnadine CBE, 

who has worked extensively throughout education, in both advisory and operational 

capacities.  

This is an opportunity for a highly motivated and pro-active professional to contribute at an 

executive level. Our Trust is now growing and we are taking on more schools.  We are 

streamlining processes and your role will be key in developing systems, policy and 

procedures.  Our exceptional Trust Team and Compton Leadership Team will provide 

support and an induction for you. You will work in a truly dynamic environment alongside 

outstanding educational leaders who want the very best for our pupils, staff and 

stakeholders. 

Our current Executive Officer is moving on at the end of August to continue to develop their 

career in education. They will be available to guide you through a handover process, 

providing essential transitional support to the new postholder. 

For a confidential and informal conversation to discuss this opportunity please contact Sarah 

Ewins (Chief Finance and Operating Officer) – office@middlesexlearningtrust.org.uk  020 

8216 8000. 

If you think you are the person we are looking for then I would be delighted to receive your 

application and I look forward to meeting you.  

 

Ann Marie Mulkerins 

Headteacher 

mailto:office@middlesexlearningtrust.org.uk


 

 

 

 

 

Role of Executive Officer 

This is a genuinely exciting opportunity to join our Multi-academy Trust and work alongside 
committed, experienced and passionate senior leaders at a time of expansion and 
development.   

The environment is fast-paced and would suit a ‘can do’ individual who is committed to our 
goal of ‘Excellence for All’.  

No two days will be the same and there will be plenty of opportunity to contribute to the 
success of The Compton School and our Trust and make a real difference to pupils, staff 
and the wider school community. 

In this role you will look forward to deploying your outstanding operational and administrative 
skills. You will be adept at finding solutions and implementing processes and systems to 
streamline tasks and improve output.  Your communication skills and efficiency will also be 
vital as you will be working with individuals at all levels and will often be representing the 
Headteacher and other senior Trust staff.  

Although as the Executive Officer, you will be based at The Compton School, you will also 
work alongside colleagues from our other two Trust schools; Stopsley High School and 
Southgate School. 

 

  



 

   

 

The Compton School is a welcoming and supportive community. We value the professional 
autonomy of high-performing staff and understand the different approaches different 
departments may need to take. We expect high standards from both staff and students. We 
are a diverse school community in terms of both staff and pupils and therefore welcome 
applications from anyone who support our ethos.   
  



 

 

Location  

The Compton School is situated in the London Borough of Barnet, the second highest 
achieving Local Authority in the country, with the first being the Isles of Scilly. It is located 
about 1 mile north of the North Circular Road and about 1.3 miles away from West Finchley 
Tube Station (Northern Line) and 1.3 miles from Arnos Grove Tube Station (Piccadilly Line).  
We have parking on site and are also very well-connected by local bus routes.  

The Trust central team are located within The Compton School, in North Finchley.  

There is a wide variety of property for all budgets within easy reach. Additionally, there are 
plenty of shopping facilities, entertainment and recreational facilities nearby.  

 

      

 

Why work at the Compton School? 

• A great school with committed staff and motivated students  
• Training and development including our own Talent Management Framework  

• Free on-site parking  
• Employee Assistance Programme  

  



 

 

Middlesex Learning Trust 

MIDDLESEX LEARNING TRUST’S ‘DNA’  INFORMS ALL THE PRACTICE AT THE 

SCHOOLS IN THE TRUST AND IS AT THE HEART OF THE TRUST SCHOOLS’ 

SUCCESS. THIS INCLUDES: 

• Unfailing belief in the potential of all staff and students. 

• Total commitment from all staff - this dedication to hard work and excellence is 

infectious. All members of each school community will ‘go the extra mile’. 

• Maximising progress for all – A relentless drive for the very best outcomes for 

every child, irrespective of background, through a range of effective teaching 

strategies.  

• Doing things the agreed MLT Way – consistency is fundamental to success. Clear 

and effective core policies and procedures will be developed with staff and 

implemented by all.  

• The Distribution of Accountable Leadership – appointing and developing 

exceptional leaders at every level across the Trust is fundamental to its continued 

success. This is achieved through talent spotting, nurturing, providing excellent role 

modelling with clear roles and responsibilities and strong accountability systems in 

place at every level. 

• Only the best will do - It is all about excellence. High standards are enshrined, 

modelled and achieved across each school. There is close attention to detail, which 

includes recruiting only the best staff, making every second of the day count, having 

a clear and staged improvement planning process, all of which enables exceptional 

practice to be delivered consistently across all schools.  

• Unleashing potential - through intensive and effective CPD provision within and 

across Trust schools – and retaining excellent teachers essential to our success 

across the Trust. 

• Positive relationships – Trust Schools are emotionally literate schools, which 

feature positive, honest and respectful relationships. Students will feel safe and 

happy at school. First class pastoral care will be the responsibility of all. There will be 

clarity about the rationale for the Code of Behaviour in each school with clear bottom 

lines and plenty of praise.  

• Environment Matters - providing the best possible learning environment is key with 

high quality teaching and social spaces in each Trust school that are light, bright, 

clean and with a strong focus on excellent displays for learning. Students across MLT 

attend and staff work in, safe and welcoming schools.  

• Outward Facing Trust and Schools - we are constantly striving for improvement 

with no room for complacency. We are active members of many local, regional and 

national alliances including Challenge Partners. We also train large cohorts of 

successful Early Career teachers through our SCITT programme, forging very 

effective partnerships with other schools and contributing extensively to the country’s 

education system. This in turn brings the schools in the Trust significant benefits, 

enabling them to capture best practice and bring it back into each school, weaving it 

into our Trust DNA as part of a continual cycle of improvement. 

  



 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

Middlesex Learning Trust (MLT) 

and  

The Compton School 

 

Job Description 

 

Post:    Executive Officer 

 

Reports to: Headteacher of The Compton School 

 

Grade:    SCP 23 – 26 (£31,122-£32,988) 

 

Hours of work: FT - 36 hours per week / 52 weeks with the opportunity for 

some flexibility around annualised hours (i.e. longer hours in 

term time offset by shorter hours in school holidays). 

     

 

Purpose of Job 

 

The post holder will provide high quality operational and administrative support for Middlesex 

Learning Trust (MLT), including specific support for the Headteacher of The Compton School 

who also holds the role of Director of Standards for MLT.   

 

The post-holder will be a self-starter with an exceptional ability to use their administrative 

and operational skills to enhance an organisation and support senior leaders.  This dynamic 

position requires the ability to anticipate needs, think critically, and offer solutions to 

problems with a high level of professionalism and confidentiality.   

 

The post holder will have an excellent level of numeracy, literacy and IT skills, (MS Word, 

PowerPoint and Excel essential, experience of using an MIS is desirable, e.g., SIMS).   

The post holder will be an excellent communicator who can build effective and productive 

relationships at all levels within MLT and the School.   

 

The role requires the post-holder to be resilient, hard-working, confident, creative and have 

the ability to plan and organise complex projects and events.   

 



 

(Please refer to the Person Specification for the essential skills and 

experience needed) 

 

Main Duties and Responsibilities 

Multi-Academy Trust Responsibility 

 

MLT is a developing multi-academy trust (MAT) which will grow in size over the next 5 years.  

The post holder will provide support to senior leaders within the MAT, undertaking a wide 

range of tasks as required including (but not limited to): 

• Administrative and operational support in all aspects of Trust management – 

supporting the Trust Central Executive Team 

• Creating, formatting and proof-reading of trust documents including correspondence 

and policy work 

• Website development and maintenance and marketing and publicity materials 

including presentations where required  

• Proactively building the trust profile including communications/ social media (linking 

with work of the schools in the trust) 

 

Executive Assistant to The Headteacher of The Compton School 

• Acting as a first point of contact for The Headteacher including diary management, 

administration of meetings and liaison with external parties on behalf of the 

Headteacher  

• Setting up, creating and compiling paperwork including drafting letters; minute taking; 

accessing online data; 

• Setting up online surveys and producing reports using SIMS 

• Co-ordination of school events and external events including the coordination of 

hospitality as required  

• Creating Marketing and Publicity materials for the school including producing 

presentations when required  

 

Communications: 

• To work with Trust leaders to develop and implement MLT communications strategies.  

• To convey the Trust’s messages in a clear, engaging manner across all platforms, and 

be a positive force within a small team 

• To plan and deliver multi-channel campaigns, social media activity, internal 

communications and proactive PR for MLT academies 

• To support the Trust growth strategy and strategic planning, undertaking research and 

providing strategic communications advice to senior Trust leaders 

• To coordinate all Trust communications and messages to ensure consistency and 

accuracy: engaging and supporting academy headteachers, central team and all 

stakeholders 



 

• To provide regular strategic and monitoring reports to senior leaders and 

trustees 

• To ensure all MLT websites are compliant (DfE guidelines); undertake regular audits 

and make changes to reflect best practice 

Recruitment 

•   Collating applications, taking up references, organising interviews and processing 

necessary paperwork including safeguarding checking for successful candidates.  

• Overseeing School Hospitality budget and associated activities 

• Managing of Staff Association funds and associated activities 

• Managing the Compton office email address  

• Providing administrative support for other members of the Senior Leadership Team 

as and when necessary  

Safeguarding Children:  

 

This 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 subject to  

DBS Barred list and Enhanced Disclosure checks. 

 

Promotion of MLT and its schools 

 

• To make a positive contribution to the life of the school and exemplify the school 

vision and values 

• To promote, advocate and follow all school policies. 

 

 

General 

• This job description sets out the main duties and responsibilities to this post and does 

not describe in detail the tasks required to carry them out 

• Such duties and responsibilities may be updated from time to time to reflect any 

changes to School HR procedures. Only significant additional duties or 

responsibilities as required by the Headteacher will render the grade of the post liable 

for re-evaluation 

• Much of the work undertaken within the School is of a highly confidential nature. The 

post holder must at all times maintain confidentiality 

• The post holder must be aware of and understand the School’s Safeguarding Policy 

and ensure at all times that the duties of the post are carried out in accordance with 

the policy 

• The post holder must ensure compliance with all health and safety legislation and 

associated codes of practice and school policies. 

 



 

 
 

 
 

Person Specification 
Post: Executive Officer 

 
 

Attributes 
 

Requirements necessary 
for safe and effective performance of the job 

 

 
Essential 

 
Desirable 

Education, 
Qualifications 
and 
Knowledge 
 

• Educated to degree level or equivalent 

• Excellent level of numeracy and literacy 

• Evidence of recent professional 
development 

 

√ 
 

√ 
 

 

√ 

 
 

 
 

 
 
 

Experience 
 
 

 

• Proven experience in an 
administrative/operational or similar role 
including diary management  

• Proven experience of working in a 
successful team and providing leadership 

• Experience of working in a multicultural 
environment 

• Experience of organising meetings and 
accurate minute taking 

• Experience of working in a 
school/educational environment 

 

√ 
 

 
√ 

 
 

 

 
 
 
 
 

√ 
 

√ 

 
√ 
 
 

Aptitudes and 
skills 
 
 
 

• Excellent verbal and written communication 
skills appropriate to the need to 
communicate effectively with colleagues, 
students, parents, other professionals 

• Ability to prioritise a high volume of tasks 
and manage own workload to achieve 
deadlines, often managing conflicting 
priorities 

• Impeccable attention to detail 

• Ability to think creatively and to anticipate 
and solve problems 

• Ability to manage and deal with confidential 
data / issues appropriately 

• Ability to establish effective relationships at 
all levels  

√ 
 

 
 

√ 
 

 
 

√ 
√ 

 

√ 
 

√ 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 



 

• Understanding of the importance of 
diversity, equity, and inclusion. 

• Expert proficiency with Microsoft Office 
(word, powerpoint, excel) and MIS 
databases; ability to design and edit  
presentations and materials. 

• Technical proficiency and problem-solving 
skills related to IT and cloud-based 
environments (web-based applications). 

• Ability to react with appropriate levels of 
urgency to situations and events that 
require quick response or turnaround. 

• Ability to set up on-line surveys 

√ 
 

 
√ 

 
 

 
√ 

 
√ 

 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 

 
√ 

 
 

Personal 
attributes  
 
 
 
 
 
 
 

• Interest in and ability to keep up to date 
with current educational developments and 
changes 

• Adaptable and flexible.  

• Ability to remain calm when under pressure 
and employ tact and diplomacy in difficult / 
sensitive situations 

• Ability to maintain a high level of integrity 
and discretion  

• Commitment to personal development 

• Willingness to put in the hours when 
needed including attending events that 
occur outside of the normal school day. 

√ 

 

 
√ 

√ 
 

 
√ 

 
√ 

√ 
 

 
 

Safeguarding 
children 
 
 

• A commitment to safeguarding and 
promoting the welfare of children and 
young people  

• Enhanced DBS disclosure check 

√ 

 
 

√ 

 

Specific 
Information 
related to the 
post 

Because of the nature of the post, candidates are 
not entitled to withhold information regarding 
convictions by virtue of the Rehabilitation of 
Offenders Act 1974 (Exemptions) Order 1975 as 
amended. Candidates are required to give details 
of any convictions on their application form and are 
expected to disclose such information at the 
appointment interview – see application form 

  

 
 

 

 

 

 

 



 

 

 

Applying for the Role 
 

If you have any questions about the role or would like a confidential and informal 

conversation, please do not hesitate to contact Sarah Ewins (CFOO) – 0208 216 8000 

The application form to apply is on the Vacancies Section on The Compton School website.  
 
 
COMPLETED APPLICATION FORMS SHOULD BE RETURNED BY EMAIL TO:  
 
office@middlesexlearningtrust.org.uk 
 

Interview dates to be confirmed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.thecompton.org.uk/565/current-vacancies

