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If so, we ‘d Iove to hear from you'
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At EtwaII Prlmary SchooI we're proud of our welcomlng nurtur|ng enV|ron‘ment where
children are at the heart of everythlng we do. We are now Iooklng for a dedlcated and
experienced School Busmess Officer to join our friendly team and help us contlnue

to prowde the very best for our puplls staff and W|der communlty '

This is a key roIe in our schooI and we’ re Iooklng for someone Who brlngs not onIy strong
administrative and financial skills, but also warmth, approachablllty ~and a genume ‘desire
to be part of school life. You'll work cIoser Wrth me, the headteacher, and 0ur part -time
busmess assistant, ensur|ng the smooth day to- day runn|ng ofour busy sghpol off|ce

We understand that erX|b|I|ty can make aII the d|fference Whlle th|s is advertlsed as a
full-time role, we're happy to discuss worklng hours that swt both you and the needs of
our schooI If you' re the r|ght person for the roIe we re open to f|nd|ng a pattern that

WOrkS P sl R S -
| | . : . “;‘_ ) v;‘:.]‘ ‘ % \"7 ‘ \:" ’:\"\.\ '. \\ St
| | Your respons;bllltles WIH lnclud \ L G o iy S

.\_”

. Overseemg f|nance budgeting, procurement and aspects pf governance adm|n|strat|on
e Supporting the clerk to governors and contributing to effectrve governance processes
e | eading on Health and Safety procedures, with support from the headteacher
. Ma|nta|n|ng the Slngle Central Record and ensurlng safer recwltment practlces
e Ensuring GDPR compllance and worklng W|th the IocaI author|tys Data Protectlon Team
We re Iooklng for someone who i Q
e Has con5|derable experlence and expert|se in th|s role (or a 5|m|lar roIe) W|th|n a prlmary
school AT gy g R AL N w0 BT \.;. Gty \ \ _
e Commun|cates cIearIy and conf|dently with chrldren staff parents govemors ahd V|S|tors
® |s highly organlsed I'T- prof|C|ent and able to manage muItlpIe pnontres \‘ N o |
. Understands the. |mportance of safeguardlng and confldentlath |ri a schooﬁ enwronmen .
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\ In return We offer‘ | |
e A welcoming and supportlve team , PO \ S NG
e A school community that values your contrlbutlon i N 2

e Opportunities for: profeSS|onaI deveIopment Wi SR e ot SRR &
e A Grade 10 salary and a role where notwo days are the sameI ‘
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If you're ready to brmg your sk|IIs and enthu5|asm toa school that truIy values its
staff we'd’'be delighted to receive your appllcatlon Come and he part o] § somethlng

speual at EtwaII Primary School K




