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OUR LADY OF LOURDES 
CATHOLIC PRIMARY SCHOOL AND NURSERY
Admin Assistant
required on a permanent basis

Job Title: 		Admin Assistant
Salary Range:	NJC Scale 4, Point 8 to 9 (Actual Salary £23,383 - £23,758)
Hours of Work:	8.00am to 4.00pm Monday to Thursday and 8.00am to 3.30pm Friday – 37 hours per week (with 30-minute unpaid lunch break per day)
Weeks Worked:	38 Weeks (Term-Time)
Weeks Paid:		44 Weeks 
Purpose:	To provide reception, administration, welfare and general office support ensuring the provision of an effective and efficient service that actively contributes to the smooth running of the school.

Our Lady of Lourdes Catholic Primary School and Nursery are seeking to recruit an enthusiastic and motivated Admin Assistant to provide reception, administration, welfare and general office support.

The ideal candidate will be able to work effectively with colleagues, children and their families/carers and have demonstrable experience of administrative work in a busy office environment.  

[bookmark: _Hlk208590076]Full details of the post and relevant application form are available on the Assisi Catholic Trust school vacancies page Assisi Catholic Trust - Home.  All applicants must complete the CES Support Staff Application Form to be considered for this vacancy and submit it to recruitment@assisicatholictrust.com.  

Applications are welcome from non-Catholic candidates who support the Catholic ethos of our school.
Assisi Catholic Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. All posts are subject to pre-employment checks and Enhanced DBS clearance. References will be sought and an online search carried out on applicants as part of our due diligence.

Closing Date: 20th September 2026             Interviews: ASAP                Start Date: ASAP
(We reserve the right to interview and appoint prior to the closing date.
Potential applicants are advised to apply early.)

Please note that we do not accept CVs or applications from agencies.  Only shortlisted candidates will be contacted.
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