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Course Administrator – King’s School of Theology – 12 months Maternity cover (2 days per week) 

King’s School of Theology are looking for an organised, self-motivated and enthusiastic course 

administrator to provide 12 months maternity cover from May 2018. We are looking for an individual who 

is able to deliver excellent administration in order to ensure smooth running of KST, in its diverse aspects. 

In addition to that which is detailed here, the specific responsibilities and role can be tailored to the 

strengths and skills of the successful applicant. The key responsibilities of this role include: 

• Responsibility for the operational planning of each KST weekend, including venue booking and 

event management, tutor communications, and collating, formatting and printing notes. Also, 

operational support for other events. 

• Responsibility for communications with students before and after the weekends. Facilitating 

regular communication with other stake-holders, including alumni, church leaders and potential 

students. 

• Responsibility for providing administrative support to the Principal and Academic Manager, track 

teams, and the KST Exec. 

• Responsibility for the admissions process, including student applications and finance forms. 

• Finance administration, including monthly bank reconciliation and making on-line payments. 

In addition to the responsibilities above the successful candidate will be a good organiser and 

communicator, able to work with a minimal amount of supervision and able to work to deadlines. 

Candidates should have a good GCSE pass (or equivalent) in Maths and English. Training will be given on 

specific software packages including our online learning platform (Moodle), although competent use of 

Microsoft Office is required. The successful candidate must have a permit to work in UK. 

The role will normally be home-based working, but with travel to meetings necessary. Exact hours and days 

of work are negotiable, but assumed to be during normal weekday working hours. Attendance at the all KST 

teaching weekends is not required, but some attendance is desirable. 

Salary in the range £18,597-20,553, pro rata. We pay contributions to a pension scheme, and offer 25 days 

holiday pro rata, in addition to bank holidays. 

Applications by email, with CV and covering letter, should be sent to Mark Norridge by Monday 26th 

March 9AM.  Interviews will be mid-April, with a view to the post starting in April-May 2018. 

For more information or to apply please contact: 

Mark Norridge  

markn@saltlight.org  

07905 005731 

mailto:markn@saltlight.org

