
Priors Dean Road
Harestock

Winchester
Hants SO22 6JJ

Tel: 01962 880073

admin@beaufort.hants.sch.uk

Headteacher: Miss S Hearle

At The Henry Beaufort School, there are no limitations to success.

www.beaufort.hants.sch.uk

Reprogrpahics and Admin Assistant, 
Hampshire
APPLY BY:  
Monday 28th November 2022 (9am)
INTERVIEWS:
Wednesday 7th December 2022
LOCATION: 
Winchester, Hampshire
CONTRACT TYPE: 
16 hours Permanent Reprographics plus 16 hours Fixed Term Admin Support Assistant- Fixed until August 
2024 
SALARY:
FTE: £20,812 - £21,133, Actual: £15,791 - £16,034

Do you want to be part of a school community on a journey from good to outstanding? 
Do you want to make a difference to outcomes for all students?
We are looking to appoint a Reprographics Assistant to provide reprographic support for the school.

Contract Type

Your hours will be 16 hours per week in the Reprographics Department, With an option for an additional 16 hour, fixed term Admin 
Assistant role to work with our professional services team supporting pastoral and student support activities

Your working weeks will be 40 weeks per year (term time + 5days). The 5 days are to be worked during school holidays (including 
at least 2 days prior to the start of the autumn term, to prepare for the new academic year).

You will need:
•	 Excellent administrative and organisational skills
•	 Excellent ICT skills (Microsoft Office)
•	 An ability to use your own initiative and work under pressure
•	 Good interpersonal and communication skills

Applicants should be educated to at least GCSE/O’Level standard (or equivalent), with passes in English and Maths at grade C or 
above.

For further information, please contact Darren Silsby, ICT Manager: Darren.Silsby@staff.beaufort.hants.sch.uk 

The school is committed to safeguarding children and promoting their welfare. All successful candidates will be subject to a Disclosure and Barring Service check 
along with other relevant pre-employment checks. Including an online search for all shortlisted candidates.

All Candidates shortlisted for interview will be subject to an online profile search in line with keeping children safe in education (KCSIE) recommendations.
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