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            Pendle Learning Community

Headteacher:  Mrs Fran Clayton  B. Ed.(Hons), NPQH
Deputy Headteacher:  Mrs Suzanne Smith  B. Ed.(Hons), NPQML

1st September, 2025
Dear Candidate, 

Business Support Officer 2 (Classroom Admin Support)
Thank you very much for showing an interest in the Business Support Officer post at Pendle View Primary School.   Please read the Job Description carefully to ensure you have a full understanding of the roles and responsibilities of the post. 
This post is to complement our current Administration Team which consists of our School Business Manager, Business Support Officer 4 and Business Support Officer 2 (EHCP Reviews Support).  
The role is for 27.5 hours per week term time including INSET days / twilights (195 days per year).  The basic hours of work are 8.30am to 2.30pm.  There is a 30 minute lunch break every day which can be taken at any time between 12 – 1.00pm.  

Please find attached to the on-line advert some information about the school, a copy of the Job Description and an application form.

If you would like to apply for this post, please complete the application form and return it, via email with a covering letter to Fran Clayton, Headteacher on head@pendleview.lancs.sch.uk 

The closing date is Monday 22nd September, 2025 @ 9.00am 
Shortlisting will take place shortly after the closing date with the interview date yet to be confirmed.  Please note that for any successfully shortlisted candidates references will be sought prior to interview. 
If you would like to discuss this post further please contact school on 01282 865011 and ask to speak to myself, Fran Clayton (Headteacher) or Vicky Riley (School Business Manager) 
We look forward to receiving your application form.

Yours sincerely,

F. M Clayton

Fran Clayton,

Headteacher, on behalf of the Governing Body of Pendle View Primary School.
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