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June 2026
Dear Applicant,

School Business Officer (Grade 8) and Clerk to Governors (Grade 4) Position
We would like to offer you the fantastic opportunity to become the School Business Officer and Clerk to Governors for our small, rural, successful school, starting September 2026.  We currently have 55 lovely children between 3 classes, and wonderfully supportive parents, staff and governors who ensure there is a close-knit family feel and caring ethos to the school.  As we are such a small school, you would play a key part in the life of the school, and your efforts would ensure our continued success and good reputation.
For legal reasons, the post is split into School Business Officer and Clerk to Governors positions but we very much see this as one role with the successful candidate having responsibility for the administrative functions of the school, as well as being a friendly face parents can approach at the beginning and end of the day.

The SBO role is for 30 hours per week, 40 weeks per year, ideally covering the school day during term time (although some flexibility may be considered).  Within the 40 weeks is one week which can be taken flexibly across school holidays to help keep on top of admin tasks.  The CtG role is set at 1.2 hours per week, 52 weeks per year, but this is to cover term time governor meetings (about 12 meetings per year) in the early evenings and the preparation around them, rather than set weekly hours.
Whilst knowledge of school administrative systems and governance is desirable, it is not essential so long as the successful candidate brought suitable skills and a willingness to undergo training in the relevant systems and procedures.
We would encourage you to make an appointment to come and look around the school and see for yourself what we can offer.  Feel free to contact us if you have any queries about the role.
We very much hope you will apply and become part of our team.  
Yours sincerely,

Paul Wilde

Eleanor Wood

Headteacher

Chair of Governors
 South Darley C.E. Primary School 
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