
Administrator

Temporary contract based at one of our summer school sites in Oxford, Cambridge, or London.

About Oxford Royale Academy

Oxford Royale Academy is an award-winning British company with a real passion for international

education. Each year our team works harder to compile stimulating and rewarding programmes

for all ages, bringing together outstanding teachers, energetic counsellors, brilliant guest

speakers and professional support staff.

Job Description

Administrators are essential members of the team who ensure that the academic operations run to a

high standard throughout the summer programme. They help coordinate morning and afternoon

lessons for the students across a number of sites.

The Administrator’s core role is to support the Academic Programme through the daily maintenance

of registers, lesson plans, providing class handouts/reading assignments, monitoring classroom

supplies and the proofreading of final student reports. The Administrator ensures that teachers are

fully prepared in their delivery of a high-quality academic programme and that students are

supported in their learning of new concepts in an unfamiliar environment.

The Administrator is a primary focal point for teacher enquiries and supports the Programme

Coordinator in ensuring student academic welfare by reporting requests to move course and

handling complaints sensitively and effectively.

The Administrator may also be required to support the planning and paperwork associated with the

Enrichment, Events and Social Programmes.

Key responsibilities:

● Provide the Programme Coordinator and Teaching Team with administrative support;

● Ensure all teachers and students are happy with the way in which the courses are

progressing;

● Complete relevant paperwork relating to registration, medication incidents and other



relevant areas, logging online;

● Take minutes at weekly staff meetings and act upon action items arising;

● Manage the dissemination and collection of academic supplies and Course Guides;
● Manage absence procedures;
● Monitoring internal IT systems to ensure student records are up to date.

This is an exciting opportunity to join a leading international education company.

We incorporate equality into all we do, making every effort to eliminate discrimination, create

equal opportunities and develop good working relationships.

Position Details

● You will usually be required to work 40 hours per week across 5 days, but flexibility is
essential.

● Our courses run in sessions of 2 weeks, with the majority of the courses running from
July to mid-August.

● Mandatory training will take place during the week before student arrivals.

Person Specification

This job would suit someone who displays the following key attributes:

● A strong team player with excellent organisational and communication skills.

● An excellent telephone manner.

● Ability to communicate with a wide range of colleagues in order to achieve a shared

aim.

● Outstanding attention to detail.

● Ability to work efficiently with limited supervision.
● Ability to work under pressure in a busy environment with multiple demands on time.
● Flexible and proactive.

Essential Qualifications / Experience

● Completed at least A-Levels or equivalent examinations.
● At least one year of higher education.
● High level of IT proficiency.



Desirable Experience

● Strong proficiency with Google Apps.
● Experience of academic or office administration.
● Experience of working in a summer school environment.

How to Apply Apply by sending a CV and Covering Letter to recruitment@oxford-royale.co.uk


