[bookmark: _GoBack]Job Opportunity: School Administrative Assistant
📍 Location: Idle Primary School
🕒 Job Type: 8am – 4pm Term Time only Permanent
💼 Salary: Band 5 SCP 5-6 

About the Role
Idle Primary School is seeking an organised, friendly, and efficient Administrative Assistant to support the smooth running of the school office. This is a key role within our team, providing a welcoming first point of contact for pupils, parents, staff, and visitors.

Key Responsibilities
· Manage the school reception, greeting visitors and handling enquiries professionally 
· Answer telephone calls and respond to emails promptly 
· Maintain accurate pupil records and administrative systems 
· Support attendance monitoring and reporting 
· Assist in organising school events, meetings, and educational visits 
· Provide administrative support to teaching staff and senior leadership 
· Handle correspondence, filing, and general office duties 
Requirements
· Previous administrative experience (school experience desirable but not essential) 
· Strong organisational and multitasking skills 
· Excellent communication and interpersonal abilities 
· Good IT skills, including Microsoft Office 
· Ability to maintain confidentiality at all times 
· A proactive, flexible, and positive approach to work 
What We Offer
· A welcoming and supportive school community 
· Opportunities for training and professional development 
· A rewarding role contributing to children’s education 

How to Apply
To request an application pack or arrange an informal visit to the school, please contact;
Email: sbm@idle.bradford.sch.uk
Closing Date: Monday 9am: 01 June 2026Top of FormBottom of Form
