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               The Diocese of Hallam working in Partnership with Barnsley MBC
    Holy Rood Catholic Primary School, Shaw Street, Barnsley, S70 6JL 

Executive Headteacher: Mrs K Dobson

Administrative Assistant

Grade 4 (Actual Salary £19,563 – £20,852)

32 hours: Monday and Tuesday (8.15 – 12.45), Wednesday and Thursday (8.15 – 4.45) and Friday (8.15 – 3.45)

Required to start ASAP

The governors of Holy Rood Catholic Primary School wish to appoint a dedicated and enthusiastic person to join our friendly and hard-working office team. The role will include many duties including the daily recording of pupil attendance and ordering school meals, organising school trips, music lessons, admitting new pupils and dealing with school leavers, reception duties. The role will also include speaking with parents and visitors to school in the main school office. 

The successful candidate will be supportive of our Catholic ethos and will:

· Have a working knowledge of Management Information Systems e.g SIMS
· Have excellent communication skills and be confident and adaptable when applying them 
· Be a good problem solver
· Have a high standard of ICT, English and Maths skills 
· Have good people skills 
· Be flexible with a good sense of humour
In return we can offer you:

· A strong Catholic ethos where we all support each other
· Enthusiastic and motivated children and staff

· Dedicated Senior Leaders and Governors 

· The opportunity to play a vital role in the future development of our school

You do not have to be Catholic to work at our school.

Visits to the school are warmly welcomed by prior arrangement. To arrange a visit please contact Mrs Heald, Head of School on 01226 281219.
For application forms and further details please download from the school website www.holyroodschool.co.uk
CES Application forms should be returned to Holy Rood Catholic Primary School, Shaw Street, Barnsley, S70 6JL, or emailed to headteacher@holyroodschool.co.uk by the closing date and time. 

Closing date for applications: Friday 20 February at 12noon

Interviews will be held week commencing 23 February 2026
NOTE: References will be requested for all candidates invited to interview
The school rigorously follows safeguarding procedures for recruitment. The offer of a post will be conditional

upon a successful enhanced disclosure from the Disclosure and Barring Service (DBS), satisfactory references and

other pre-employment checks. Shortlisted candidates will also be subject to online searches as part of due diligence

checks as per the latest KCSiE guidance. The successful applicant will be employed on a Catholic Education Service (CES) contract of employment.
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