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Administration Assistant
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School:	Baytree School – Weston Super Mare
Hours:	Part time 25 hours per week
	9am to 2pm Monday to Friday
	Term Time only plus inset days
Contract:	Permanent to start as soon as possible
Salary:	JG3 £25,583 to £25,988 Full time Equivalent **
Actual Salary:	£15116 to £15,355 Term Time Only & 5 inset days**
				**pay award pending subject to national agreement


Baytree School is an outstanding special school, situated in North Somerset.  A fantastic opportunity has arisen for an administrator to join our team to contribute to the continued success of the school.  We are looking to appoint an administration assistant to provide support with all aspects of school administration.  The role will be based at our Weston campus, but there may be a need to occasionally cover at our Clevedon Campus.

Key Responsibilities to include:

· Answering incoming calls to the office and dealing with any queries, including follow up of learner absences.
· Daily ordering of school meals, liaising with kitchen team and maintaining relevant systems.
· Monitoring and responding to emails into the school.
· Creating and issuing letters using Microsoft Word.
· Compiling our school newsletter.
· Spelling and Grammar checking on correspondence.
· Minute taking at meetings.
· Recording of data onto different systems, this will include our management information system (SIMS) as well as well Microsoft Excel and other school systems.
· To open, sort and distribute incoming mail.
· Updating and monitoring of our social media accounts.
· Ad hoc general admin duties as and when required.  
	
     
Qualifications and experience:

3 GCSE’s at grade 4 or equivalent including English and Mathematics
Excellent working knowledge of using Microsoft Office (Word, Excel, Publisher and Outlook)
Good organisation and communication skills.
Previous experience of working in a school desirable.


Baytree School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  The post is subject to a DBS Barred List and DBS Disclosure check, satisfactory references and medical clearance.
We would like to keep this data until our role is filled.

Completion of an application form is required to apply and should be returned to Judy Hill, School Business Manager.

Closing date:        	Monday 10th August 2026
Interview date:    	Friday 14th August 2026	
Address:			Highlands Lane, Weston super Mare, BS24 7DX
Tel:	01934 427 555
Email:	judy.hill@baytreeschool.co.uk
Web:	www.baytreeschool.co.uk 
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