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DIOCESE or
SHREWSBURY



                                            
Diocese of Shrewsbury

St Wilfrid’s Catholic Primary School

Administrative Assistant 
Grade 3 

11 hrs/week – Salary - £6123

	“I have come that they may have life and have it to the full”  John 10
 Greenbank Lane

Hartford

Cheshire

CW8 1JW

01606 663630
admin@st-wilfrids.cheshire.sch.uk
Headteacher:

Mrs J McEniff
Closing Date

24th February 2025
Shortlisting
25th February 2025
Interviews
5th March 2025
Start Date

tbc

	The Governors of St Wilfrid’s Catholic Primary School are looking to appoint an enthusiastic and professional administrative assistant to join our hardworking team. The school office is the first point of contact for parents and visitors, so applicants must be smartly presented and provide a warm welcome to the school reflecting our school’s ethos.  They must be friendly, well-mannered, professional and have a helpful attitude. Candidates must be able to use their own initiative and work independently, as well as being an excellent team player, with the ability to work calmly with adults and children. They must have excellent organisational skills and the ability to prioritise tasks dependent on the needs of our school. 

Whilst previous experience of working in a school setting could be an advantage, this is not essential, as full training will be given. Qualifications: GCSE or equivalent in English and maths to grade C.  

If you feel that you would have something to bring to our passionate, committed and friendly team, and would be willing to play an active role in the full life of our school we would love to hear from you.

Working hours - 8.15am – 1.15 pm – 3 days per week, and 8.00 am to 3.30 pm every other Friday (term time only), possibility of extra hours when required. 

Application must be made on the CES application which is  available from the school office or can be downloaded from the school website:  www.st-wilfrids.cheshire.sch.uk  
St. Wilfrid’s Catholic Primary School is committed to the principle of equal opportunity and to safeguarding and promoting the welfare of children and expects all staff to share this commitment. 

This post will require an enhanced DBS and references will be requested prior to interview.


