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Ashton Primary School
Ainsdale Drive



Telephone: 01772 728052

Ashton on Ribble


Fax: 01772 720681

Preston



Email: head@ashton.lancs.sch.uk
PR2 1TU



Enquiries: bursar@ashton.lancs.sch.uk





Web site:  www.ashton.lancs.sch.uk
Headteacher:  Mrs L Craig
3 February 2025
Dear Candidate
Thank you for your interest in our current vacancy for a School Business Support Officer, (Grade 3).  The post is fixed term for 1 year from commencement of employment and is part-time – from 09:30am – 3:30pm, Monday – Friday (27.5 hours a week), term time only.
Ashton Primary school is a community primary with currently 204 pupils on roll; our children are enthusiastic, keen to learn and deserve the very best opportunities.  We have a fantastic team of skilled and dedicated staff, and a supportive governing body who work together with the shared aim to do the very best we can for our children. 
We are seeking a committed and organised individual to join our admin team.  The successful candidate will work in a busy office and be the first point of contact for parents and school visitors.  If you have experience in admin work, have excellent communication and IT skills and can build and maintain effective working relationships we would encourage you to apply.
For an informal discussion regarding the role, please contact Mrs Diane Brooks, School Business Manager.  In addition, candidates are encouraged to visit our school prior to applying and should contact the school office to arrange this.  
Closing date: Friday 28 February 2025 at 12:00 noon
Shortlisting:  Monday 3 March 2025
Interview date:  Monday 10 March 2025
We look forward to receiving your application.

Yours sincerely,

Mrs L Craig
Headteacher
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