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Advert – Assistant Business Manager 
                                             	                 
The Post is for 11 to 16.5 hours a week (subject to negotiation) on a Term Time Only, fixed Term Contract until 22-07-27. The position will be paid on Single Status grade 7 point 18 or 19 (Full time equivalent to £28,720-£29,398 +3% pay rise)

The successful candidate will be employed for between 11 and 16.5 hours per week over 2 to 5 days (to be negotiated) starting as soon as possible. 
 
We wish to appoint someone who:

· Is able to develop and maintain efficient administrative systems – particularly for HR
· Has the ability to communicate effectively with a range of people
· Is able to work with and manage a team effectively
· Is highly organised, efficient and able to prioritise
· Has knowledge of HR legislation 
· Is quick to learn and implement new systems 

Seaford Primary School is a great place to work with well-behaved children who are eager to learn.  We are a friendly and supportive staff team and can offer a strong programme of professional development. 

This role is primarily to provide long term absence cover alongside senior leaders and the office team.  We are also in the process of introducing a new HR system (Oracle) for which training would be provided. You are encouraged to email the Headteacher for more information: davidetherton@seafordprimary.e-sussex.sch.uk 


Information and application forms are available from our school website:

	Closing date: 9am Tuesday 13th October	

	Shortlisting:  Tuesday 13th October 

	Interviews:  Thursday 15th October 


The successful applicant will need to undertake an Enhanced Disclosure via the Disclosure and Barring Service (DBS) and references will be checked prior to interview.  This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
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