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Administration Assistant
Required for January 2027
Here at St Faith & St Martin Church of England Junior School, we are seeking to appoint an enthusiastic, well-motivated and organised Administration Assistant to join our Admin Team. The role will be for 37 hrs per week to cover the hours between 8:00 and 16:30. 
We are looking for someone who:
· Has excellent interpersonal skills, being able to communicate effectively with pupils, staff, parents and other professionals
· Enjoys working as part of a team
· Is organised and willing to be flexible if needed
· Has an excellent sense of humour
· Upholds our school values.

In return, we will provide:
· Professional development

· A caring, professional team of colleagues

· A caring Church School ethos

 
Visits to the school are encouraged and appointments can be booked by contacting the school office on 01522 528063.
Please contact our School Business Manager, Mrs Annemarie Hanson on the above number or email annemarie.hanson@sfsm.lincs.sch.uk for an application pack.
 
Closing date: 9am on Tuesday 24th November 2026
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants should note that this post is subject to enhanced DBS clearance and be aware that written references will be taken up at shortlisting stage, prior to interview. 
In accordance with Part 7 of the Immigration Act 2016 (Fluency Duty), the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
Lincolnshire County Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.
Here at Lincolnshire County Council, we want our workforce to reflect the make-up of the community we serve. Therefore we welcome all applications irrespective of gender, ethnic origin, belief, sexual orientation, age or disability. We consider ourselves to be a family friendly employer, and offer flexible working patterns.
All shortlisted candidates will need to verify their eligibility to work in the UK at interview.
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