School Office Admin
Posted 25/09/2026 by TeacherActive
Newcastle upon Tyne
£15 - £16.5 per hour
Temporary
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Job Title: School Office Administrator
Location: Newcastle
Start Date: ASAP
Salary: £15-£16.50 per hour
Do you have previous experience working within a busy school office?
Are you confident using both SIMS and Arbor systems?
Are you an organised and approachable School Office Administrator who can provide effective administrative support?
Teacher Active is proud to be working with a school in Newcastle that is looking to appoint an experienced School Office Administrator. The school is seeking a professional and organised individual who can become a reliable member of the school office team.
The school is looking to take on a School Office Administrator on a long-term basis, working from 8am until 4pm. The successful School Office Administrator will be expected to confidently use SIMS and Arbor while supporting the day-to-day administrative requirements of the school office.
The successful School Office Administrator will have:
· Previous experience working within a school office
· Experience using SIMS
· Experience using Arbor
· Strong administrative and organisational skills
· Excellent communication skills
· A professional and approachable attitude
In return for the above you can expect to receive:
· A dedicated team of consultants available 24/7 to help you with the easy onboarding process
· CPD Courses and certificates as part of the My-Progression channel
· Market leading rates of pay
· TeacherActive Referral Scheme - Receive up to £100 when you refer a friend Terms and Conditions apply
Our staff are paid on a PAYE basis, so you can rest assured that you’re paying the right level of TAX and National Insurance and there’s no messing around with admin charges coming out of your hard earned cash.
If you are interested in this School Office Administrator position, then click ‘APPLY NOW’ and I will be in touch regarding this fantastic opportunity.
















Dear Sir/Madam,
I am writing to apply for the School Office Administrator position advertised by Teacher Active. I am very interested in developing my career in school administration and believe that my educational background, school experience and organisational skills would make me a suitable candidate for this role.
I have completed a CertHE Level 4 in Business Skills for the Workplace and hold Teaching Assistant Level 2 and Level 3 qualifications. These qualifications have helped me develop strong communication, teamwork, organisational and administrative skills.
In addition, I have practical experience working in UK schools, including working as a Lunchtime Supervisor at Calthorpe Academy, volunteering at St Paul’s Trust, and gaining experience at Clifton Primary School. I also have previous teaching experience in Pakistan. Through these roles, I have developed confidence in communicating with children, parents, teachers and other members of staff.
I am comfortable using Microsoft Office, including Word, PowerPoint and Excel. I am organised, reliable, approachable and willing to learn new administrative procedures and systems. I understand the importance of confidentiality, safeguarding and professionalism when working within a school environment.
I would welcome the opportunity to use my school experience and business skills to provide effective administrative support to the school office team.
Thank you for considering my application. I look forward to hearing a response soon.
Yours faithfully,
Robina Kosir










Robina Kosir
Phone No: 07367 701054   
E-mail: robinakosir@yahoo.com 
Address: 122 Ombersley Road, Birmingham B12 8UZ 
NI: SN 235170C
Personal Profile
A dedicated and compassionate Teaching Assistant with strong experience supporting both primary and secondary pupils in diverse educational settings. Skilled at creating positive learning environments, assisting teachers with lesson delivery, and providing one-to-one and group support. Fluent in English and Urdu, with excellent communication, organisation, and interpersonal skills.
Education & Qualifications
• MSc Economics – University of AJK, Pakistan
 • Level 7 Diploma in Business Management – Stanford College, London 
• Level 3 Teaching Assistant (Online) – London College 
• Level 2 Teaching Assistant – JCC College, Birmingham
 • GCSE Mathematics – JCC College, Birmingham
 Professional Experience 
Teaching Assistant – Clifton Primary School, Balsall Heath
 Support teachers in planning and delivering engaging lessons. Provide one-to-one and small group assistance to pupils, especially in English and Maths. Help manage classroom behaviour and promote positive learning experiences.
 Lunchtime Supervisor – Calthorpe Academy, Birmingham 
Supervise pupils during lunch breaks to ensure a safe and inclusive environment. Encourage positive social interaction and assist with conflict resolution. Support pupils with special educational needs during meal and play times.
Volunteer Teaching Assistant – St Paul’s Trust, Balsall Heath 
Assisted classroom teachers with lesson activities and pupil supervision. Supported individual learners to improve literacy and numeracy skills.


Work Placement – JCC College, Birmingham 
Assisted in classroom activities, lesson preparation, and resource development. Gained practical experience supporting students’ learning and engagement.
Secondary School Teacher – Jinnah Model School, Pakistan Taught
 Economics and Mathematics to secondary-level students. Developed lesson plans and conducted assessments to monitor progress. Encouraged active participation and critical thinking among students
Secondary School Teacher – Jinnah Model School, Pakistan
 Taught Economics and Mathematics to secondary-level students. Developed lesson plans and conducted assessments to monitor progress. Encouraged active participation and critical thinking among students
Skills
 • Classroom support & pupil supervision
 • Behaviour management & positive reinforcement
 • Lesson preparation & learning support
 • Strong Mathematics teaching for primary pupils 
• Fluent in Urdu (reading, writing, speaking)
 • Excellent communication & teamwork skills 
• ICT and Microsoft Office proficiency
 • Cultural awareness & adaptability
References
Available upon request
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