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Post titlePost titlePost titlePost title    Senior Administrator 

LocationLocationLocationLocation    Airedale Infants & Junior Schools 

GradeGradeGradeGrade    G6 SCP 12-17 

SalarySalarySalarySalary    £21,589 - £23,836 FTE (£18,218- £20,388 Actual)  

HoursHoursHoursHours    37 hpw, term time only 

 
We are seeking to appoint a committed, enthusiastic, hardworking person to join our Administrative Team. 
 
We are looking for someone to join our team who: 

- Can provide a warm welcome for parents, visitors and colleagues and deal with their requests in an 
efficient and professional manner. 

- Has the ability to produce letters and other correspondence. 
- Can provide effective administrative service, ensuring the work priorities are met. 
- Can communicate with a wide range of professionals. 
- Who can work under pressure and meet tight deadlines. 
- Can work effectively as part of a team. 
- Can organise and place stock orders. 
- Has the ability to maintain accurate computer records. 
- Can produce reports as requested. 
- Organise school trips/events. 
- Collect, record and banking of money in relation to school activities. 

 
We can offer: 

- A welcoming school community. 
- Hard working and highly committed staff and a very supportive team. 
- A happy and caring ethos in which all individuals are valued. 

 
All prospective candidates are welcome to visit the school by appointment with the school business 
manager. 
 
For an informal discussion regarding the post or to arrange a visit to the school, please contact Louise 
Buttle, School Business Manager at Airedale Junior School on 01977 519281. Further details and an 
application form are available on our website www.airedaleacademy.com or by emailing 
HRAAT@airedaleacademy.com. 
 

Closing date for applicationsClosing date for applicationsClosing date for applicationsClosing date for applications    8am 13/09/19 

Date of interviewDate of interviewDate of interviewDate of interview    To be confirmed 

 
Northern Ambition Academies Trust is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff to share this commitment.  The successful applicant will be 
required to complete an enhanced DBS check. 
    


