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ST THOMAS MORE CATHOLIC SECONDARY SCHOOL
Tyne Crescent, Bedford
MK41 7UL
Tel:  01234 400222
Website: www.st-thomasmore.org.uk

School Office Administrator (Fixed Term 1 Year – maternity cover)
[bookmark: _GoBack]37 hours per week, term time plus five training days
Grade D Points 3-4 (the salary will be a pro rata of the FTE)

Could you be our new School Office Administrator?

We are looking to appoint a friendly, reliable and efficient person to manage the smooth running of our school office, reception and student services area.

You will have excellent interpersonal skills and be able to deal professionally and sensitively with students, parents, visitors and staff. You will operate the school telephone system and also carry out a variety of clerical tasks. Previous experience of working in a reception role, preferably in a school setting and educated to GCSE level (or equivalent) in English and Maths at grades A*-C are essential. 

A flexible, can do attitude is important plus the ability to maintain confidentiality at all times. You will be working with a friendly supportive team in a positive and thriving school environment.

Working hours are 8.30am – 4.30pm (4.00pm Friday)

For an application pack please visit the school website or email hr@stm.beds.olicatschools.org or contact the school at the above address.

Closing date for applications is: 31st March 2025 at midday 

We are committed to safeguarding and promoting the welfare of children.  The successful applicant will be required to undertake an enhanced DBS check.
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