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Job Advert
Temporary Registry Administrator
Hartlepool
Fixed Term
37 hours per week 
Whole Time
Annual Salary £26,348

The Northern School of Art has been established for over 150 years. We are the only specialist provider of art and design programmes in the North East. We offer a distinctive teaching and learning experience for students seeking an exciting career in the rapidly growing creative industries. Our further education (FE) provision for 16+ year olds is delivered at our Middlesbrough Campus, and our higher education (HE) for 18+ year olds is delivered at our Hartlepool Campus. 
[bookmark: _Hlk171494012][bookmark: _GoBack]We are seeking a temporary administrator to start immediately for a fixed-term period up to 31 January 2026, to work in our Academic Registry. The successful candidate will be the first point of contact for staff and student queries, maintain student records including enrolments and withdrawals, support assessment and examination processes, and assist with academic meetings and minute-taking. The ideal candidate should possess strong organisational skills, excellent communication, proficiency in Microsoft Office, be friendly, adaptable, and have experience working in a busy office environment.

What will you get if you join us?

· Work for an institution that supports work-life balance and cares for the well-being of staff;
· Staff development opportunities; 
· Generous annual leave;
· Free confidential counselling service and physiotherapy;
· Free eye tests and contribution towards glasses for VDU use;
· Free IT products including Microsoft Office and Adobe Creative Cloud;
· Professional fees paid by the School;
· Staff recognition awards
· Free car parking and access to other staff benefits; and 
· Access to the Local Government Pension scheme (with significant employer contributions).

[bookmark: _Hlk171494066]To download the application pack, please visit https://northernart.ac.uk/careers/ 

Closing date for receipt of completed applications: Wednesday, 19th November 2025. However, the closing date may be brought forward if sufficient applications are received.

[bookmark: _Hlk171494075]Please send your completed application to jobs@NorthernArt.ac.uk
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