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St Michaels CE (A) Infant School – Administrative Assistant/Receptionist – April 2026
We are looking to recruit an Administrative Assistant/Receptionist from 13th April 2026. 
The post is for 12 hours a week: 8.45am to 3.15pm Tuesday and Wednesday with a half-hour unpaid lunch break from 12 to 12.30pm. This is a fixed term position for the Summer term ending 31st August 2026. The role is graded at PS4. FTE = £25,052 - £26,825 (pro rata actual salary £7,184 - £7,692) 
We are looking for someone who is enthusiastic, passionate and committed as an Administration Assistant/Receptionist in our school office. As the first point of contact for parents and visitors you will be welcoming, friendly and polite whilst dealing with queries efficiently and in a timely manner. You will be flexible, adaptable and possess the ability to cope with the varied demands of a school office. You will enjoy working with children and be able to work successfully as part of the school team.
The successful candidate will have good IT and communication skills and be willing to undertake first-aid training. Previous experience of working within a school would be an advantage but is not essential.
St Michaels CE (A) Infant School is a small school with a Big Heart! It is a one-form entry infant school, situated within an area of outstanding beauty in the Surrey Hills. In our most recent Ofsted inspection the school was once again judged as ‘good’. 
Visits to the school are encouraged. Please contact the school office to arrange a visit. Job description & application form attached. 
Closing date: Friday 13th March 2026. 
Interviews: Monday 16th March 2026.
Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will be expected to undertake an enhanced level check by the Disclosure and Barring Service


Federation Head: Mrs Nicola Cleather
St Michael’s School, School Lane, Mickleham, Surrey, RH5 6EW
Telephone: 01372 373717, Email: info@stmichaels-dorking.surrey.sch.uk
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