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PRIMARY SCHOOL

"Where children and families come first"



Job No – Office Administrator Level 1, Durham Lane Primary School
Salary: Grade C 17 hrs TTO+2  £9390 per annum with pay award pending.

Closing Date: 29th July 2025 12 noon 
Benefits & Grade

Level 1 C / Main Pay Scale 
Contract Details

Permanent – to start 1st September 2025
Contract Hours

17 hours per week (8.45am – 1pm) 4 mornings a week term time only (Monday – Thursday) plus 2 PD days. 
Disclosure
The school is committed to safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed.  This post is subject to an enhanced DBS check.

Interview Date  Tuesday 5th August 2025
Job Description

Office Administrator 
At Durham Lane Primary School we are a family, a family built on positive partnerships between school, children, parents, governors, the local community and the wider world.

Durham Lane Primary School prides itself in ensuring it offers an outstanding education with the happiness and well-being of our children at its core. We aim to maintain a secure, caring and stimulating community in which children are encouraged to have respect for themselves and each other.  Through quality teaching and learning, children are given the opportunity to develop individuality and responsibility and are challenged to achieve their full potential.
We believe it is important that we develop the whole child, nurturing the academic, creative, spiritual, aesthetic and social aspects equally. Self-discipline and acceptable codes of behaviour are valued and promoted.
We see our school as being at the heart of a larger community and we encourage our children to value and celebrate the diversities they encounter in this community and the wider world.
Everything we do is for our children.

We are seeking a dedicated, organised, and welcoming Office Administrator to be the first point of contact for our school community. This is a fantastic opportunity to play a vital role in the smooth day-to-day running of our busy school office while helping to foster a positive and professional environment for staff, pupils, and visitors.
At Durham Lane Primary, we pride ourselves on delivering a high level of service to everyone who steps through our doors. As the face of our school, you'll create a warm and efficient front-office experience, supporting both administrative operations and interactions with children, parents, and external stakeholders.

What We’re Looking For:

We’re looking for someone who:

· Is warm, friendly, and approachable

· Remains calm, polite, and professional at all times

· Handles enquiries efficiently and confidently

· Upholds high standards of integrity, confidentiality, and professionalism

· Supports the ethos and values of Durham Lane Primary
· Builds strong relationships with staff, pupils, parents, and visitors

· Maintains excellent attention to detail and is proactive in their approach

More Information
To obtain an application form and further information, please visit the school website. www.durhamlane.org.uk or please call the school business manager, Caroline Ennion, on 01642 780742 to book a visit to the school before the end of the day on Tuesday 22nd July 2025.
Completed application forms should be returned to the Head Teacher recruitment@durhamlane.org.uk by 12 noon on the closing date.
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