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Galliard Primary School
Galliard Road, Edmonton, London N9 7PE
02088041818

POST:   			Admin Assistant
CONTRACT:	                Permanent 
SCALE:			Scale 4
HOURS:			37.5hpw/39wpa 
	SALARY RANGE:		£27,492 - £29,023
START DATE:		September 2026
CLOSING DATE:		5pm Friday 3rd July 2026
INTERVIEWS:		Week commencing Monday 6th July 2026

This is a fantastic opportunity to work in a friendly, supportive school community helping our young people achieve the very best from school life.
Being a school receptionist will need you to be highly motivated, self-assured, and organised. Along with enjoying interacting with a variety of individuals, you should also be able to make an excellent first impression on everyone. This is essential as a school receptionist as you will be the point of call for parents, visitors, students, and staff.

We are looking for someone who;
· Enjoys interacting with a variety of individual and is able to make an excellent first impression
· Greets visitors in a professional manner and directs them appropriately.
· Answers phone calls and deals with enquiries efficiently and effectively and with the highest level of courtesy.
· Has strong verbal, written and communication skills.
· Has excellent organisational and time-management skills.
· Has excellent IT skills in all MS office applications

In return we offer;

· Senior leaders who value and support the staff team and encourage an appropriate work-life balance
· A supportive, collaborative team. 
· Local government pension scheme with generous employer contribution.
· An employee benefits scheme, including a cycle to work scheme.
· An employee assistance programme.
· The opportunity to grow with us.
· Commitment to your professional development.
Further information:
Visits are warmly welcomed, please contact the school office to arrange a mutually convenient time. 
Application packs can be found on our school website www.galliardprimaryschool.co.uk and Trust website www.childrenfirsttrust.co.uk

Completed application forms should be emailed to office@galliard.enfield.sch.uk
Applications for part-time/job-share welcome.

Please note that CVs and incomplete applications will not be accepted.
[bookmark: _GoBack]Children First Academy Trust is committed to safeguarding and promoting the welfare of children.  We expect all staff and volunteers to share this commitment.  Prior to appointment, the successful applicant will be required to pass our vetting checks including a social media check and Enhanced Disclosure from the Disclosure and Barring Service. If you have lived abroad, you will need to provide an overseas criminal record certificate.Bottom of Form
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