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Bomere & the XI Towns Federation

Executive Headteacher: Mrs Julie Ball, NPQH, PGCE, PG(Dip)M
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Advert for School Office Co-ordinator / Office Manager at Bomere Heath CE Primary School.
Grade 7/8 – Scale Point 12-22 (£13.69 - £16.26 per hour) – Dependent on Experience.
37 Hours per week (term time only).
Our current Office Manager is leaving us at the end of this August 2024, and we are seeking to appoint an enthusiastic and experienced School Office Co-ordinator / Manager to work in our friendly and inclusive school community.  The post will start as soon as possible. We are looking for a person with;

Excellent communication and interpersonal skills

Outstanding administrative and computer skills

Ability to prioritise and manage work/time effectively

Flexibility and adaptability

High standards and expectations in all areas

The role will include being our first point of contact to visitors, parents and staff, both face to face and via the telephone as well as providing administrative support to the Executive Headteacher, Head of School, teachers and governors; including clerking meetings.

You will need to be able to deal sensitively with children, parents and outside agencies.  Previous school experience, including SIMS/Business World use, is preferred.  The hours are from 8:30am to 4:30pm Monday to Thursday and 8:30am to 4:00pm on a Friday.  The half-hour lunch break is unpaid. There will be occasions when admin support is required for evening meetings with the governing body.

Other necessary qualities include the ability to maintain confidentiality, work efficiently using your own initiative and work under pressure, maintaining a positive and cheerful ethos in a professional and consistent manner.

As this is a Bomere and Ruyton XI Towns Federation contract there may be a requirement to work and attend meetings, at either site, however initially the post will be at St John the Baptist School, Ruyton.
The personalised job description and person specification are available on request from the school office.  Application forms can be downloaded from the Shropshire Council website or are available from the school office.    

Visits to the school are encouraged, please contact Mrs Maria Whittaker on 01939 290359 or email adminbomere@bhsjbfed.shropshire.sch.uk.
Bomere and the XI Towns Federation is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment.

This post is exempt from the rehabilitation of offenders act (ROA 1974).

The post is subject to receipt of appropriate references and an Enhanced Disclosure from the Disclosure and Barring Service (DBS)

St John the Baptist CE Primary School & Nursery


Church Street


Ruyton XI Towns


Shrewsbury


Shropshire


SY4 1LA


Tel: 01939 260445


Email: �HYPERLINK "mailto:adminruyton@bhsjbfed.shropshire.sch.uk"�adminruyton@bhsjbfed.shropshire.sch.uk�


Website: � HYPERLINK "http://www.ruytonschool.org.uk" �www.ruytonschool.org.uk�











Bomere Heath CE Primary School


The Crescent


		Bomere Heath


Shrewsbury


		Shropshire


	SY4 3PQ


Tel: 01939 290359


Email: �HYPERLINK "mailto:adminbomere@bhsjbfed.shropshire.sch.uk"�adminbomere@bhsjbfed.shropshire.sch.uk�


 Website: www.bomereheathschool.org.uk














