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Otley All Saints CE Primary School

Lisker Drive, Otley, West Yorkshire LS21 1DF 
Tel: 01943 464703
e-mail: office@otleyallsaints.co.uk
Website: www.otleyallsaints.co.uk

Headteacher   Mrs Luisa Di Palma-Heath
Co Headteacher   Mrs Jessica Sutton

Monday 17th November 2025
Dear Prospective Candidate,
[bookmark: _GoBack]Thank you for your interest in the post of Administration Support Assistant at Otley All Saints CE Primary School.
We are seeking to appoint an enthusiastic, highly organised and approachable individual to join our busy school office. The successful candidate will play a key role in ensuring the smooth and efficient running of our school, providing excellent administrative and operational support. Strong organisational and prioritisation skills, excellent attention to detail and the ability to communicate effectively with children, parents, staff and visitors are essential.
Otley All Saints CE Primary School is a welcoming and inclusive community with well-motivated pupils, supportive parents and governors, and a dedicated staff team. We are proud of our caring ethos and our commitment to providing the very best education and experiences for every child.
Our school is committed to safeguarding and promoting the welfare of children, and we expect all staff and volunteers to share this commitment. The successful candidate will be required to undertake an enhanced Disclosure and Barring Service (DBS) check. We promote diversity and welcome applications from all sections of the community.
Further information about our school can be found on our website, but we also warmly encourage prospective applicants to visit and see our school in action.
Completed applications should be returned to the school office or emailed to office@otleyallsaints.co.uk by Thursday 27th November.
We look forward to hearing from you and thank you once again for your interest in joining our team.
Yours sincerely,
Jessica Sutton
Acting Headteacher
Otley All Saints CE Primary School
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