ADMINISTRATIVE ASSISTANT LEVEL 3
    Salary:  BB04 £26,403 - £27,254 per annum pro rata, actual £22,671 - £23,401 per annum
37 hours per week, term-time plus 5 additional days as confirmed by the school
An enthusiastic administrative assistant is required to support our strong and supportive administration team.  You will need to enjoy working in a very busy environment and have excellent organisational, communication and IT skills to give effective administrative support to the school.  Experience of working in a school is not essential, applications from all office backgrounds are welcome. 

Sacred Heart Catholic High School is heavily oversubscribed. Recently graded outstanding in all categories by Ofsted in January 2025 for the fourth time in succession, we strive to nurture and empower our students to take their place in the world with purpose, enthusiasm and strength of character.
The Local Governing Committee are committed to safeguarding and the protection of its students. The post is subject to an Enhanced DBS and social media check.

Closing date:     9.00am Thursday 3rd September 2026     

Interviews:
  Week commencing  7th September 2026  
                             
