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Administration Assistant
Salary G3 (6 – 9 Range) - £18,887 - £20,043 pro rata. Actual salary approx. - £14,127
32.5 hours per week. Term Time Only (39 weeks per year). Subject to six-month probationary period. 
Due to our current Administration Assistant relocating Bishop King Primary School are now looking to recruit an enthusiastic and approachable Administration Assistant to join the admin team at our primary school. 
Key duties and responsibilities:

To carry out telephone, reception and messenger duties. To provide admin support including, filing, word processing and data input.

To create letters, emails and pay attention to detail, whilst working to and meeting deadlines
To assist in the compilation of reports, records and assessment of data as may be required by the school, governors, education authority or Department for Education.

To input and extract data onto Integris

To liaise with parents/carers, via telephone, e-mail and face to face.

To assist in the arrangement of routine school activities such as medical/dental appointments, school photographs and parents’ evenings.

To liaise with parents/carers as directed regarding issues relating to individual pupils, including the investigation of absences.

This role will be for five days per week (32.5 hours weekly). 
The successful candidate will have excellent interpersonal skills, be able to work on their own initiative with minimum supervision and work under pressure, be flexible when necessary and adhere to tight deadlines.  We have wonderful children and highly committed staff who strive to make ours a friendly and welcoming school. 
Previous school experience is welcome but not essential.

Job offers are subject to enhanced DBS and satisfactory references

To obtain an application pack, please visit our website www.bishopking.org.uk or contact Allyson Whittleton on 01522 880094 or by email: allyson.whittleton@bishopking.lincs.sch.uk 
Visits to the school are welcomed.  Should you wish to look around the school please call 01522 880094

Closing date: 12th May 2022. Interviews week commencing 16th May 2022


