Butleigh C of E Primary School,

High Street, Butleigh, Glastonbury, Somerset, BA6 85X
office@butleigh.ppat365.org

Tel: 01458 850511

Administrative Assistant

Salary range: Grade 15.3 to 15:4 £12.85-£13.05 per hour
21 Hours per week to be worked over 3 days (Mon, Thurs & Friday)
Term time only
Actual salary £11,742-£11,926 with pay award pending
Local Government Pension scheme
This is a permanent post
(subject to the completion of a satisfactory probation period)
Butleigh C of E Primary School (part of PPAT Education)
have an exciting opportunity for an Office Administrator to join our team,
support the headteacher and school colleagues in their duty
to ensure that the school meets its educational aims.

You will be working within a busy school environment, providing a first line of
contact between the school and the community. The ideal candidate will be
friendly, flexible and well organised.

This is a varied role requiring initiative and enthusiasm.
The successful applicant will need excellent communication and
interpersonal skills with experience of a general office environment and an
aptitude for ICT. Integrity and confidentiality are essential.

How to Apply:
Please apply in writing by completing the application form.
This can be found at: https://www.prestonprimaryacademytrust.co.uk/

Application Deadline: 30" June 2026
Completed applications and a covering letter should be submitted to
office@butleigh.ppat365.org

Visits to the school or any queries regarding the role are welcome;
please telephone to make an appointment on 01458 850511

PPAT is committed to equal opportunities and safer recruitment practice, pre-employment
checks including criminal background check via the disclosure procedure will be undertaken
before any postis confirmed.
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