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                                                                               26th August 2026


Dear Applicant.

Post: Data and Admin Assistant

Thank you for your interest in working at Golborne High School and joining our team. 

The governors and I seek to appoint a professional of the highest calibre to join our motivated and successful team. We are an Outstanding comprehensive secondary school with excellent results, and we place pupil-centred care at the heart of all we do. I encourage you to visit our website for a flavour of the high expectations and family atmosphere you can expect to find upon visiting us or working at Golborne.
The successful applicant will join our administration team, working closely with the Whole School Data Manager and Senior Leadership Team to support the effective management of school data and administrative systems. The role is varied and will involve supporting the collection, analysis and reporting of pupil progress, achievement, behaviour and attendance data, as well as assisting with admissions, curriculum administration and examinations processes. 
You will also play an important role in supporting GDPR compliance, including assisting with document redaction and information requests, maintaining accurate records, supporting the management of digital media assets, assisting with the upkeep of IT suites, and providing reprographics support when required. The position requires excellent organisational and ICT skills, a high level of accuracy and attention to detail, and the ability to handle sensitive information with professionalism and confidentiality.
If you believe you have something to offer, and that we are the right school for you, please complete the support staff application form on the school website. Send your application to the school email address recruitment@golbornehigh.wigan.sch.uk or post it to the school address by the advertised deadline.

I very much look forward to reading your application.

Yours sincerely.

A C Stott

Mrs A Stott
Headteacher
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