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         St Joseph’s Catholic Primary School
Admin Office Assistant 

37 hours per week 
Salary dependent on experience

Term time only

To start as soon as possible

The governors of this welcoming and friendly Catholic school are seeking to appoint an Admin Office Assistant.
We are ideally looking for an experienced professional who can be employed at Role C Scale 5 of the Local Government NJC pay scale. However, we are also able to provide development opportunities for those who wish to work towards this level, so can offer the role at Role B Scale 3 in the first instance. Therefore, both Job Descriptions/Person Specs are detailed below. If you would like to discuss either of these roles in more detail please contact the school.
The successful candidate will be fully committed to supporting the Catholic ethos of our school; energetic and enthusiastic and passionate about Catholic Education.

They will have the following essential skills:- 

· A full commitment to child protection, safeguarding and promoting the welfare of pupils; 

· Commitment to high standards and supporting school improvement;

·  Excellent organisational and administrative skills; 

· Commitment to the school community.

· A warm and friendly manner, particularly with parents/carers and young children

· The ability to manage a busy and varied work load.

· Experience using MIS systems such as SIMS and ScholarPack

· Experience working in a school office

· To be flexible and be able to use own initiative to solve problems. 

We can offer:- 

· Friendly, energetic and supportive staff. 

· Motivated and enthusiastic pupils. 

· Supportive parents and governors.
· Relevant training 

St Joseph’s Catholic Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Appointments will be subject to an enhanced DBS check.

For full details and an application form please contact the school office on 01273 556607 or by email to admin@st-josephs.brighton-hove.sch.uk. Visits to the school are welcome.

Closing date: Thursday 11th November 12 noon Interview date: Thursday 18th November
