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School Business Support Officer Grade 5

Salary £20,202.95 to £21,966.79
The Governors of Sacred Heart RC Primary, part of the Romero Catholic Academy Trust, are seeking to appoint a committed and highly motivated School Business Support Officer who will be responsible for the day to day running of the school office. 

Previous experience of working in a school office is preferable. General duties include welcoming parents and visitors, dealing with telephone enquiries, maintaining the pupil database, following financial processes for ordering and invoicing, updating the school’s financial system, maintaining the school’s single central record, maintaining the school website and social media, and using the school’s IT systems for maintaining school dinners, trips, income, online payments and communicating with parents as well as other general office duties.

At Sacred Heart we offer a happy working environment with a team of welcoming staff and amazing children. We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. 

Appointment to the post is subject to a DBS background check.

Please note that in line with Keeping Children Safe in Education 2023, an online search will be carried out as part of our due diligence on shortlisted candidates. 

If you would like to visit the school before submitting your application form please contact the school office on 01282 864362 or j.alderson@sacredheart-pri.lancs.sch.uk  .  

The application form and further details are available on the school website. https://www.sacredheartschoolcolne.co.uk/ 


Please note that this vacancy closes at 12 Noon 17/05/2024. 






                                                  

