Permanent Admin Assistant – Finance & Personnel  
Cottesmore St Mary Catholic Primary School

Position:
Admin Assistant – Finance & Personnel 
Part time:           Either: 
                             5 days a week 9:00am – 12:30 pm, Term Time Only, 17.5 hours per week 
                             or

                             3 days a week 9:00am–15:00 pm, Tuesday – Thursday, Term Time Only, 16.5 hours per week    

Contract Type:
Permanent 
Grade:                
NJC Role C  Scale 5 Point 12-17  (£22,571 - £24,920 pro rata) 

Actual Salary :  £9166.54 - £10,120.51 (for 17.5 hours per week) or £8642.73 - £9542.20 (for 16.5 hours per week) 
Start:
             September 2022 
The Governors wish to appoint an organised, motivated, flexible and committed Admin Assistant to work in our school for either 5 mornings per week or 3 days a week.  The successful applicant will provide support with a wide range of financial processes such as orders, invoices, credit control, ParentPay, inventory records, school fund, lettings, bank reconciliations, updating /creating spreadsheets plus general personnel administration linked to recruitment, under the guidance of the School Business Manager.
The successful applicant will have experience in financial accounting or bookkeeping and be educated or working towards a Level 3 or equivalent qualification plus a minimum of 3 years office experience. They will be able to use their own initiative, as well as their experience and knowledge, to deal with differing queries and make decisions to carry out tasks effectively. The successful applicant will have excellent literacy and numeracy skills plus a good level of computer skills and support the Catholic vision of our school. 
Applicants must have good inter-personal skills in addition to good numerical, literacy and computer skills. 
Closing Date:
   9am Monday 12th September 2022 (only successful candidates will be contacted) 
Interview Dates:  Week commencing 19th September 2022 
The application pack is obtainable from the school website.  Please contact Georgie Hodgson via email georgiehodgson@cottesmore.brighton-hove.sch.uk or via phone on 01273 555811 if you would like to find out more information about our school and talk about the role.  
We look forward to receiving your application. 



Cottesmore St Mary Catholic Primary School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

I like being at Cottesmore because:





“We learn to help others in the community so we can be like Jesus.” (Thomas, age 10) 





“Everyone is friendly and looks after each other.” (Emily, age 6) 





“The whole school is a team and we all work together to be the best we can be.” (Theo, age 10) 





“The teachers make lessons fun. We have specialist teachers for Art, Music, ICT & PE.” (Detty, age 11)





“I like all the activities. My favourite was baking the Gingerbread Man.” (Nate, age 4) 





“If you’re struggling in lessons, the teachers always help you understand and then challenge you.” (Megan, age 9)





“I like my Year 6 buddy because they help me read and they are kind” (Nia, age 5)

















