Administrative Support Assistant



Part-time, Permanent
Pay Scale: A1/B1 point 2-6 £24,413 - £25,989 (£12.65 - £13.47 per hour) pro rata dependent on experience

Actual Salary:  £8174 - £8701 dependent on experience

Hours per week:  15 hours per week 08:00 – 11:00 am Monday-Friday
Applications Close:   27/11/25   Interview date: TBC   

Start date:  12/01/2026 with appropriate DBS checks in place
Otley All Saints CE Primary School
Lisker Drive
Otley
West Yorkshire

LS21 1DF

E-mail:  office@otleyallsaints.co.uk
Tel.:  01943 464703

Acting/Co Headteacher Mrs Jessica Sutton
NOR 246
We are seeking to appoint an enthusiastic and friendly administrative support assistant to work as part of our admin team.  The successful applicant should have excellent administration and organisational skills, and the ability to liaise and work successfully with parents, class teachers, support staff and children, following school practice and policies.
An application form is available from the school office or email office@otleyallsaints.co.uk.

Otley All Saints CofE Primary School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced Disclosure and Barring Service (DBS) check.

We promote diversity and want a workforce which reflects the population of Leeds.

