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For your advert to be processed and placed on the County Council’s website, the Advert Request Form will need to be completed and returned to the Client Liaison Team  clientliaisonteam@eastsussex.gov.uk.

The deadline for receiving advert requests is Wednesday at 12:00. Providing the deadline is met, your advert will go live on www.eastsussex.gov.uk/jobs by 16:30 on the Friday. If your advert is received after the deadline, it may not be advertised until the following week.

For any help with the advertising process, please contact the Client Liaison Team on 01273 336490.













	Academy details

	Academy name:
	Mulberry Academy Hastings

	Address:
	Rye Road, Hastings 

	Post code:
	TN35 5DN

	Telephone no:
	01424 711950

	Email address:
	hr@hastings.mulberryschoolstrust.org

	Website:
	https://mulberryhastings.org/

	Advert details

	Job title:
	Finance and HR Administrator

	Job category:
	Support Staff
	Contract type:
	[bookmark: Dropdown3]
Permanent
	Fixed term duration:
	

	Full/Part time:
	Full time	Working pattern:
	Term-Time Only
	If you have selected term-time only, please confirm:

	Weeks worked per year
	43
	Weeks holiday paid per year
	

	Hours per week
	37
	Is a DBS required:
	Yes
	Town:
	Hastings
	County:
	East Sussex

	Closing date:
	09 October 2026 at 12pm

	Interview date:
	14 October, times tbc

	Salary band:
	£25,000 - £34,999
	Salary details: (SS, NJC, Teachers, or bespoke)
	Single Status (SS)
	Salary grade:
	4

	Spinal point/s:                       From:
	9
	To:
	10

	Salary range:                        From:
	£26,016
	To:
	£26,427

	Additional allowance
(teaching posts only)
	Select from Dropdown	Amount:
	£ 

	Additional allowance
(teaching posts only):
	Select from Dropdown	Amount:
	£ 

	Do the Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018 (“the 2018 Regulations”) apply to this post?                                   

	                           
                                          ☒ Yes                                    ☐ No


	If yes, the following wording will be added to your advert text:

This post is covered by the Childcare Disqualification Regulations 2018.  

The school will need to ensure that they are not knowingly employing a person who is disqualified under the 2018 Regulations in connection with relevant childcare provision.  Accordingly, the successful candidate will be required to demonstrate to the school, by completing a self-declaration form as part of the pre-employment checks process, that they have not been disqualified under the 2018 Regulations.  

If the preferred candidate is found to be disqualified under the 2018 Regulations, the offer of employment will be subject to the application by the preferred candidate to Ofsted for a waiver and the receipt of a waiver from Ofsted.  






	Advert text	

	Please provide a brief description of the type of school or any special features the school has. For example:
What you want the individual applying to bring to the school. “We are looking for…..”
What the school can offer the individual applying “Our school offers…..”

	We are seeking a highly organised and detail-oriented Finance and HR Administrator to join our school team.
This is a varied and rewarding role supporting both the Finance and HR functions of the school. The successful candidate will be responsible for processing purchase ledger transactions accurately and efficiently, maintaining financial records and supporting financial compliance activities. They will also provide HR administrative support, assisting with recruitment, onboarding, personnel records and safer recruitment processes.
We are looking for someone who is professional, reliable and able to manage confidential information with discretion. The ability to work accurately, prioritise workloads effectively and build positive relationships with colleagues, suppliers and external stakeholders will be essential to success in this role.

You will be joining a school with a strong culture of collaboration, coaching and professional development, where staff are valued and supported to develop their skills and contribute to the wider school community.
We want ambitious and talented people to join Mulberry Academy Hastings because they want to make a real difference to the lives of children and young people.
Professional development is central to our culture. All teaching staff benefit from weekly professional development, and each year we dedicate a two-week professional development programme in October. During this time teachers deepen their practice and collaborate on improving teaching and learning, while colleagues in support roles have structured time designed specifically for their own professional development. 
As part of the Mulberry Schools Trust, staff benefit from Trust-wide expertise, strong collaboration, and opportunities to grow professionally. The East London Teaching School Hub further enhances this offer, delivering nationally recognised programmes and enabling staff to engage in and contribute to training across all career stages
We recognise the importance of balancing work and home life. We consider flexible and family friendly working opportunities wherever possible, including part-time, term-time and job-share arrangements. At Mulberry Academy Hastings we also design timetables to support staff wellbeing. All teachers receive a weekly PPA sessions scheduled as an afternoon, which can be worked remotely if teachers wish, supporting a healthy work life balance.
Balancing everyday life with the requirements of work can create pressures for all of us. Work is a significant part of our lives and we are committed to creating a healthy and supportive working environment. 
All employees have free access to a 24-hour confidential counselling and wellbeing service, designed to support staff with a range of personal and professional challenges. 
Recognising that the autumn term is the longest and most demanding, we restructured our calendar to better support staff wellbeing with a two-week break in October.



NB: Please ensure all boxes are completed before the submission of this form. Any missing information may cause delays in the publication of your advert.

	
DfE Teaching Vacancies Website

	
You may also want to consider adding the vacancy to the DFE's 'Teaching vacancies' website.

As part of the commitment to supporting teacher recruitment and reducing unnecessary costs to schools, the DfE have launched a national recruitment website that is free for schools to use. The website is now called ‘Teaching Vacancies’ and can be used by headteachers looking for staff and teachers looking for jobs.

Teaching Vacancies

If you have problems using the service, including issues with your account or sign-in, please email teaching.vacancies@education.gov.uk





	
Other Local Authority Vacancy Websites

	
You may also wish to contact other Councils to request to place an advert for your vacancy on their website, e.g. Kent Teach, Brighton and Hove, and West Sussex etc.  Trusts will need to make their own arrangements for this additional form of advertising.
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