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0161 224 1269

Headteacher: Mrs Ella Hughes

Administration Support Assistant, Grade 2
Term time only + 5 days
Temporary: Sept 2026 – August 2027
We are delighted to offer a temporary, full time position from 1st September 2026 to 31st August 2027.  During this time frame, school will evaluate the structure to assess need for continuation thereafter. 
Our other on-line documents are an application form, letter from the Headteacher about our school and job description with person specification.  You can also find further information on our website, which includes our most recent Ofsted Report, from 2024: https://www.chapelstreetprimary.co.uk/ofsted  
About the Post 

As an Administration Support Assistant, you will play an important role within our school office team, providing high-quality administrative and reprographics support to staff across the school. You will help ensure the smooth day-to-day running of administrative services while delivering an efficient and responsive printing, photocopying and resource production service.

You will be supported by our School Business Manager, administration team and colleagues across the school. Working collaboratively with staff, you will contribute to a positive, organised and professional environment that supports teaching, learning and the wider school community.

Our administration team supports key areas including communication with families, attendance, admissions, pupil welfare, school events and general office administration. Alongside these responsibilities, you will manage a range of reprographics tasks, including photocopying, printing, laminating, binding and the preparation of classroom and school resources, ensuring work is completed accurately and within agreed timescales.

This role requires excellent organisational and communication skills, strong attention to detail, confidence in the use of digital systems and Microsoft 365 applications, and the ability to prioritise a varied workload in a busy school environment. Experience of operating reprographics equipment or a willingness to learn would be advantageous.

The specific responsibilities for the Administration Support Assistant are outlined in the attached job description.

About the successful candidate
As with all posts we are primarily looking for the right person for our pupils, school and community.  Someone with resilience, who will work hard, in a relational way, to raise standards and improve outcomes for all our pupils and can be flexible and adapt to changing need.  Only candidates who can demonstrate passion and enthusiasm for supporting children to overcome barriers and foster independence, will be considered for this post.  Whilst it is essential that you are a strong and responsive teaching assistant, it is also important that you can seek and act on feedback and are proactive in developing your own practice.  A very clear commitment to equality, diversity and inclusion is essential – as is a commitment to our relational approach and nurturing positive, quality relationships with all. 

Excellent team-working and organisational skills are also essential, as is the ability to work independently and a strong commitment to wanting the very best for each child.  You will need a strong understanding of the unique strengths and challenges facing our community and pupils – and we will look for this within your application.  We want our teaching assistants to be passionate about working in our school with our unique children and staff.
Visits to school
If you would like to book a place to visit in person, please contact our office team on 0161 224 1269 or via email at recruitment@chapelstreet.manchester.sch.uk 
About Your Application

· Please read all the documentation before applying.  

· Please ensure that we have full details of referees, including postal and email addresses, full professional titles, roles, and phone numbers. 

· Application cover letters or ‘information in support of your application’ will only be considered where they are a maximum of two sides of A4 in a minimum of size 11 font.
· Application Closing Date: 11:00am Wednesday 15th July 2026
· Short-listing and invites to interview sent: Wednesday 15th July 2026
· Interview process: Friday 17th July 2026
· Interview panel: Mohammed Ahmed, Charlotte Walker, Joanne Buc
· There will be a number of different elements to the interview process which will be in person and in school.
· Start date for job: Tuesday 1st September 2026
If you are excited by this post and by the opportunity to work in a really special school, then I look forward to receiving your completed application. 

Yours sincerely, 
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Mrs Ella Hughes
Headteacher

