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Moorcroft School


Office Manager/PA to Head of School

Salary: SO1 point 23-25 
£35,443.05-£36,390.13
Term time only, 36 hours per week, 40 weeks

To start as soon as possible

Moorcroft School is a member of the Eden Academy Trust, which is a multi-academy, trust incorporating 9 special schools in the London Boroughs of Hillingdon and Harrow, and in the North of England.  We cater for a range of special needs including Severe, Learning Difficulties, Profound and Multiple Learning Disabilities and Autistic Spectrum disorders.   Some of the pupils may also have additional sensory or physical impairments, or challenging behaviour.

We are currently looking for a PA to the Headteacher and an Office Manager following the promotion of the post holder.    As well as being responsible for PA duties you will also lead a small, dedicated and hardworking team.   As part of your office manager duties, you will responsible for the administration of personnel issues and organising staff training.  You will have the opportunity to carry out cross school projects and to work collaboratively with the other schools in the Trust.  As an academy trust we offer a high-quality staff development programme for all employees.

Further information about the school can be found on the school website at www.moorcroftschool.co.uk 

If you would like to discuss this post further, please contact Ellie – ellie.hodgkinson@moorcroftschool.co.uk

Closing Date: 25th September 2026
Interviews: 29th September 2026

The Eden Academy may, from time to time, require an employee to be relocated temporarily or permanently to one of its other schools. Any proposal to relocate will be carried out with due consultation and reasonable notice.	

Moorcroft School, Bramble Close, Hillingdon, Uxbridge, UB8 3BF, 01895 437799.  Website: www.moorcroftschool.co.uk  Email: info@moorcroftschool.co.uk   
Head of School: Ellie Hodgkinson
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