Administrative Assistant (Part-Time, Fixed Term)

Tadley Community Primary School
Salary: Grade B Actual £8,817 - £8,933 (FTE £25,615 - £25,958). Pay rise pending and final salary dependent on experience and qualifications
 Hours: 12:30pm to 3:30pm, Monday to Friday (15 hours per week)
 Contract: Fixed Term for two school terms initially, until Easter
 Start Date: As soon as possible
 Closing Date: Monday 28th  September
 Applications: Internal and external applicants are welcome

Join Our Friendly School Community
Tadley Community Primary School is seeking to appoint a highly organised, professional and enthusiastic Administrative Assistant to join our welcoming and dedicated team.
This is an exciting opportunity for an individual with excellent administrative and communication skills to support the smooth day-to-day running of our busy school office. The successful candidate will play an important role in providing administrative support to staff, pupils and families while helping to ensure a positive experience for all visitors to the school.

Key Responsibilities
The successful candidate will:
· Provide efficient administrative support to the school office.
· Act as a welcoming first point of contact for parents, visitors and external agencies.
· Manage telephone and email enquiries professionally and courteously.
· Maintain accurate pupil and school records.
· Support attendance, admissions and general office administration processes.
· Assist with school communications, letters and newsletters.
· Undertake data entry and maintain confidentiality at all times.
· Work collaboratively with school staff to support the wider needs of the school community.
We Are Looking For Someone Who:
· Has previous administrative experience, ideally within an educational setting.
· Possesses excellent organisational and time-management skills.
· Has strong written and verbal communication skills.
· Is confident using Microsoft Office applications and school management systems (or willing to learn).
· Can work accurately, efficiently and independently.
· Demonstrates a friendly, flexible and professional approach.
· Is committed to safeguarding and promoting the welfare of children.
We Can Offer:
· A welcoming and supportive working environment.
· Friendly, dedicated colleagues and leadership team.
· Opportunities for training and professional development.
· The chance to make a positive contribution to the lives of our children and families.

Safeguarding Statement
Tadley Community Primary School is committed to safeguarding and promoting the welfare of children and young people. All appointments are subject to satisfactory references, an enhanced DBS check and relevant pre-employment checks.

How to Apply
Application forms and further details are available from the school office or website.
Both internal and external applications are warmly welcomed.
Closing Date: Wednesday 23rd September 
We reserve the right to interview suitable candidates before the closing date and therefore encourage early applications.

Tadley Community Primary School
