JOB VACANCY

School Administration Assistant, Reception
Grade A, subject to evaluation under BCC Equal Pay programme

This job provides reception support whilst maintaining a secure and welcoming environment for the school community. It delivers secretarial and administrative support to the Headteacher and staff, managing communications, records, data entry and documentation. The job coordinates bookings, events and meetings whilst organising resources. It supports specific school operations as directed by leadership.
If you wish to apply for the above position, please ask for an application form at the school office and return it by Thursday 2nd July 2026.

Thank you
