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Job Vacancy
Office Manager

 

Contract
Permanent, 37 hours per
week, 40 weeks per year

Location
Ipswich, Suffolk

Salary
ALT Grade G
£24,719.11-£30,245.81

Summary of Key Responsibilities
Manage the day-to-day running of the school office
efficiently and professionally.
Maintain office systems, supplies, and equipment to ensure
smooth operations.
Support school leaders with HR, payroll, and compliance-
related tasks.

Why Join Our Trust? 
Belong to a compassionate and inclusive trust that values
you and the role you play.
Join an experienced group of people that are fully dedicated
to delivering the best for our children.
Gain access to our VivUp employee benefit system, Cycle to
Work scheme and local government pension.

Contact
If you wish to discover more about this exciting opportunity ,
then please contact Lucy Wass, Headteacher at:
l.wass@hillsideprimary.co.uk.

Play a key role in our school community —
supporting staff, pupils, and families as
Hillside Primary School’s Office Manager.
Hillside Primary School is looking for an organised, proactive,
and approachable Office Manager to join our friendly and
supportive team. You will play a key role in ensuring the
smooth running of the school, managing administrative
processes, supporting staff, and providing a welcoming point of
contact for pupils, parents, and visitors. The ideal candidate will
be confident, efficient, and able to manage a busy school office
while maintaining a positive and professional approach.

Our People-First Philosophy 
At Active Learning Trust, Everyone is valued in their role, and
we make sure that the right people have the right
opportunities to find their purpose and progress within our
Trust. Guided by our values of open dialogue, bold thinking
and supportive teamwork, we put our staff's growth and
wellbeing at the heart of everything we do – so that they can
focus on making a real difference in our schools and our
communities. 
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