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                                                      ‘… a place of joy, inclusivity and learning’
                                                                                                     OfSTED 2022
 
Arbourthorne Community Primary School is an OfSTED rated good school with outstanding Personal Development. We have approximately 480 pupils on roll at any time but manage to create a ‘family’ atmosphere despite being a larger than average primary school.
There is a strong sense of team in our school and a very positive and friendly atmosphere. The school serves an area of high social deprivation and staff have worked with great determination to improve the life chances of our pupils. Behaviour is good in the school and an outstanding pastoral team provide additional support for the most vulnerable children and families. We all have a strong sense of collective responsibility to our pupils and every child is everybody’s business!
The school is well known locally and nationally for its inclusive approach to education. We believe in the value of parents, children, governors and staff working together.
We are excited to advertise that we have an opportunity for someone to join our expanding admin/ reception team at Arbourthorne Community Primary School. The Governors are looking to appoint an Administrative Assistant to join our Office Team. 
The successful candidate will be first point of contact for telephone enquiries and visitors to the school. We are looking for someone to provide a calm, warm, professional and welcoming reception service along with providing efficient clerical support. 
The role will include: - 
· Reception duties 
· Administration of school lunches via Arbor, milk, registers and pupil reports
· Welfare duties including first aid and administration of medicines 
· Updating Arbor pupil information system 
· General typing 
· Sending out school communications via Arbor 
· Hospitality 
A good standard of Maths and English is required, along with good ICT skills.
 
This is very much a team role, working with professionals who believe passionately about making a difference to the lives of our children and community. 
[bookmark: _Hlk228875606]The working hours will be 4 days 8:00 am to 4.00 pm and 1 day 8:15am – 3:45pm. (Specific days and times to be negotiated)
If you would like an informal chat or to visit the school, please telephone Sally Moorwood on 01142398163 to arrange this. 
Please return your completed application form to Sally Moorwood at recruitment@arbourthorne.sheffield.sch.uk or post them to Arbourthorne Community Primary School, Eastern Avenue, Sheffield S2 2GQ 

All candidates are expected to read our Safeguarding Policy which can be found here:
https://www.arbourthorneprimary.co.uk/statutory-information/policies

Grade - Sheffield Grade 3 point 5-6, (currently £25,583 - £25,989 per year for a full-time employee i.e. an employee working 37 hours per week for 52 weeks per year).  This post is to work 37 hours per week for 39 weeks per year and the actual salary for these hours and weeks will be £22065.34 - £22415.51. The working hours will be 4 days 8:00 am to 4.00 pm and 1 day 8:15am – 3:45pm. (Specific days and times to be negotiated)
 
Shortlisting date:   Tuesday 19th May 2026
Interview date:      Tuesday 2nd June 2026
(Please note dates are subject to change if required)
Application packs are available from the school.  Please contact Sally Moorwood (School Business Manager) by email recruitment@arbourthorne.sheffield.sch.uk or by telephone 0114 2398163 

We are committed to safeguarding and promoting the welfare and safety of children and vulnerable adults and expect all staff to share this commitment.  All successful candidates will be required to complete an Enhanced Disclosure and Barring Service Check.
Sheffield City Council is an equal opportunities employer and has publicly committed to this by signing up to the “Two Ticks – Positive About Disabled People” scheme. This ensures that all disabled applicants, able to demonstrate that they meet the minimum criteria of the job description are guaranteed an interview. It is not enough to tick that you are disabled on the monitoring form, if you are disabled and feel this applies to you, please let us know by quoting:- “I am eligible for a guaranteed interview under the two ticks scheme” on your application form at the bottom of the “Suitability for the Job” section. Please make sure this is written as a separate paragraph to make sure it does not get lost in the content of your application.

The Council is not responsible or accepts liability to the reader, for information included in this job advert. If you have any queries or concerns, please speak to the school.






Eastern Avenue, Sheffield, S2 2GQ		
Email: enquiries@arbourthorne.sheffield.sch.uk         Telephone: 01142 398163         Fax: 01142 642716		
Head Teacher: Ms Vanessa Langley   Deputy Head Teachers : Mrs. Liz Pediani/ Miss Kate Ellison                                                             
Chair of Governors: Mrs Caroline Beattie					
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