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[bookmark: _GoBack]Admin Assistant – Permanent  – 16 hours per week  -- (Mon, Tues , Thurs Fri 8.30am to 12.30pm) – Grade 3 -Pro Rota £9251.87
Hollinhey Primary School is seeking to appoint an Administrative Assistant to join our friendly and dedicated school office team.

We are looking for an organised, approachable and reliable individual who enjoys working as part of a team and brings a positive outlook and good sense of humour to the role. The successful candidate will support the office team with a wide range of administrative tasks and play a key role in ensuring the smooth day-to-day running of the school.
This role involves regular communication with parents and visitors, both in person and over the telephone, so the ideal candidate will be confident and professional in their communication, able to convey messages clearly and provide a welcoming first point of contact for our school community.
We are a member of The Aspire Multi Academy Trust and offer a mutually supportive ethos with excellent opportunities for professional development. 
We are proud to be a Disability Confident Committed Employer, we strongly encourage applications from all persons with a known disability. We aim to ensure a fully inclusive and accessible recruitment process.

If you request any support or have any questions, please contact
Name: Katie Barber
Phone: 01625 704352
Email: Admin@hollinhey.cheshire.sch.uk
Application forms available on our website or by request
As a Trust we are committed to safeguarding and promoting the welfare of our children. For all shortlisted candidates reference checks and online searches will be completed prior to interview.  All successful candidates are subject to satisfactory references, medical checks, right to work in UK and safeguarding checks (including enhanced DBS and a declaration of disqualification (Childcare Disqualification regulations 2009).   
If you are committed to helping children thrive and getting the best start in life, then we look forward to hearing from you. 

Closing Date: Midday Friday 3rd July 2026
Interviews: Wednesday 8th July 2026
Start Date: Sept 2026
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