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School Admin Officer Advert

Job Summary
 Contract Type:  Permanent
Working Pattern:  Full time - term time plus 5 days
Advert Start Date:  4th February
Advert End Date:  23rd February
Salary:  Band 4 - £26403 - £28142 (pro rata amount £18468 - £19684)
Hours per week:  30 hours (8.30am – 3pm)
Employment Location:  Lowick CE Primary School

Further information

Lowick CE Primary School is a small, but thriving, primary school set in a rural village which is federated with Holy Island CE Primary School.  We are looking to recruit an enthusiastic and professional administrator for the school office to help us look after our wonderful schools.  The right person will be trustworthy, tactful, caring and self-motivated.  As the person many people talk to first when contacting our school, we need you to be a people person and a good communicator.  It would be an advantage to be confident with budgets, familiar with school systems and to have an eye for detail.

In return, we can offer you a friendly and informal working environment where you will be supported and included.  As a small school we work as a team and look after each other.   Our school vision is ‘encouraged at heart and united in love’ and we try our best to live up to that in our day to day work.

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. An enhanced criminal records check is required for this post.

Further information about the school can be found on our website. Visits to the school are warmly welcomed (please note that the school is closed for half term the w/c 16th February).

An application pack, including an application form, is available to download. Please ensure that application form and criminal records declaration form are all completed and returned to enable the application to be considered. Application forms should also include the email addresses of your referees.

Completed application forms should be returned directly to the school by e-mail, no later than midday on Friday 27th February 2026.  

Lowick CE Primary School, 30 Main Street, Lowick, Northumberland TD15 2UA
Tel.: 01289 388268
e-mail: admin@lowick.northumberland.sch.uk
Website address:  www.lowickholyislandschools.org.uk 
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