
Bishop Hogarth Catholic Education Trust 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 will be subject to a satisfactory Enhanced Disclosure and Barring Service check. The school will consider 
carrying out an online search as part of the due diligence on shortlisted candidates. As an employee of Bishop Hogarth Catholic Education Trust you may 
work from time to time in one or more of our Academies.

ADMINISTRATIVE ASSISTANT

Administrative 

Assistant

Grade C SCP 3 - 4

Salary range 

£20,288 - £20,625
pro rata

(FTE £22,737 - £23,115)

Monday to Friday, 
working hours to be 

agreed
37 hours per week

Term time + 2 days

Permanent: To start as 

soon as possible

Closing Date: 

Wednesday, 23 October 

2024 (9.00am) 

Contact Details:  
Jayne Summerbell
Headteacher’s PA

jsummerbell@stjohns.bhcet.org.
uk  

The Governors of St John’s Catholic School & Sixth Form 
College wish to appoint an enthusiastic and proactive 
Administrator.

We are seeking to appoint a highly motivated and 
dedicated professional who has a passion for working in 
a busy office environment to support our students and 
staff.  Applicants should have previous administration 
experience. 

The successful candidate will join our excellent support 
team and will also be able to working independently.  
Excellent organisational skills are essential for this post.  

At St John’s, we can offer you opportunities to:

• be part of our supportive learning community, making 
a difference to the lives of staff and students

• join a school with supportive and dedicated staff, who 
are keen to build on our high standards

• engage in high quality professional development to 
further your career

For further information about the role and the school, 
please visit our website stjohns.bhcet.org.uk

Application forms should be returned to Lisa Byron, 
Headteacher by post or email to 
recruitment@stjohns.bhcet.org.uk 

St John’s Catholic School & Sixth Form College

Woodhouse Lane, Bishop Auckland, County Durham

DL14 6JT   School Office Telephone: 01388 603 246
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