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Gascoigne Primary is a large, vibrant two‑site primary school serving a diverse community. Our vision is a united community where every pupil feels cared for, respected and encouraged to develop to their fullest potential. We are a Rights Respecting school and place inclusion, strong oracy and high‑quality teaching at the heart of everything we do.





The role — what you will do


We are looking for a calm, reliable and practical School Office & Reprographics Assistant to join our friendly team. Key duties include:





Lead first‑aid provision during the lunchtime period: respond to incidents, deliver basic first aid, complete accurate records and communicate appropriately with staff and families.


Operate reprographics equipment: high‑volume photocopying, collating, laminating, finishing and basic troubleshooting.


Use email, the school helpdesk/ticketing system and basic office software (Outlook, Word, Excel); log and follow up tasks.


Maintain reprographics consumables and stationary stock, raise purchase requests in line with school procedures. 


Provide front‑of‑house reception duties: greet visitors, answer and redirect telephone calls, receive deliveries and manage day‑to‑day enquiries (when required).


Work across both school sites as required, ensuring materials and information move between sites efficiently.


Follow safeguarding procedures at all times and contribute to a positive, inclusive school environment.


 


Visits to the school are warmly encouraged, please come and meet us to see for yourself!





For an application pack and further information, please email Eugenie Augustin, Office manager: � HYPERLINK "mailto:eaugustin@gascoigne.co.uk" �eaugustin@gascoigne.co.uk� You can also contact us by phone on 0208 270 4291 for further information.


 


Closing date and Shortlisting: Monday, 29th of June 2026 (3pm)


Interviews: Monday 6th of July 2026





We are committed to safeguarding and promoting the welfare of young people; this post is exempt from ROA and will require an enhanced disclosure from the Disclosure & Barring Service undertaken on all applicants"





Health & Resource Assistant


20 hrs per week (4 hours per day, term time only)


Salary: Scale 4 - £30,288 (£14,685 pro rata)


Contract type: Permanent


Required: September 2026





Gascoigne Primary School


Gascoigne Road


Barking, Essex


IG11 7DR


Telephone: 020 8270 4291


Email: � HYPERLINK "mailto:office@gascoigne.co.uk" �office@gascoigne.co.uk�


Co-Headteachers: Mrs Buchner and Mr Fox











Publication: School/Council websites, TES








