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Twinkl Application Pack 

Who We Are Looking For 
We are a friendly bunch and want someone who is passionate about their work, but will also fit in with the team. 
You should have a hard work ethic, good sense of humour and the ability to communicate with people 
appropriately. 

About Twinkl 
Twinkl is the wo

with global aspirations and are now looking for a new team member to help us push forward! 

How to Apply 
 For teaching 

positions your application should also include a scheme of work (unit plan) and supporting lesson plan/resource. 

Within your covering letter (1 A4 page) please refer to the Person Specification in detail and wow us with your 
abilities. 

A note about portfolios. If you are applying for a creative job it would help us if you sent a single PDF version of 

you! 

What We Offer 
• A chance to become part of a global and quickly expanding business which is at the top of its market. 

• The opportunity to have personal input into the business; help develop the vision & direction of the site 
and its products. 

• A space to train and learn new things; you get to decide where you want to develop your skills and we 
help you achieve. 

• A really great office space to work in. 

• An incremental holiday scheme. 

• Regular team socials throughout the year. 

• Annual team events. 

• Tea, coffee, fresh fruit & snacks! 

• Development reviews every 6 months to review your performance and feedback on your role and work. 

• A chance to work with a really nice bunch of people! 

Any Questions? 
We would love to hear from you! Please get in touch with our team at careers@twinkl.co.uk. 

Please note; all successful applicants will be subject to a standard disclosure check and appointments are subject 
to a probationary period. 

Twinkl is working to be an equal opportunities employer and welcomes diversity in our workforce. 
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Executive PA  
Location: Twinkl HQ 

Salary: £18,000 - £24,000 

Hours: 37.5 hours/week (including school holidays) 

Contract: Permanent 

Suitable for Job Share: No 

Job Description 
Due to an exciting time of growth at Twinkl we are recruiting for an Executive PA. You will assist the COO and 
Executive team with a variety of administration tasks, developing our current processes to maximize efficiency.  

an incredibly  who will thrive in a friendly, fast-paced 
environment.   

Key Responsibilities: 
• To provide professional and high level assistance to the Executive Team 
• Manage and maintain executive schedules 
• Arrange meetings, both in-house as well as various locations within the UK  
• Prepare reports, collect and analyse information 
• Record meeting discussions and provide minutes 
• To appropriately format documents 
• Any other ad hoc duties reasonably requested by the senior management team or group wider executives 

Core Skills: 
• Excellent organisation and prioritisation skills 
• Proven administration skills with attention to detail 
• IT skills i.e. sound knowledge of Microsoft Word and Excel 
• Strong time management skills & the ability to work to tight deadlines 

• Outstanding written and verbal communication skills 
• Proven experience of keeping accurate records and handling sensitive information 

Soft Skills: 
• Is good fun to be with and has the ability to communicate well with others 
• Is organised, able to work to deadlines, and manages time effectively 
• Is able to communicate with colleagues and our external partners effectively, both written and verbally 
• Has a hard work ethic, is passionate, driven and loves what they do 
• Is honest, trustworthy and reliable 
• Produces quality work and is ready to learn new skills 

Qualifications & Experience: 
• GCSE A-C in English and Maths (or equivalent) 
• Experience working in a fast-paced office environment  


