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Stonebroom Primary & Nursery School


Proud to be part of Christopher Nieper Education Trust
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Developing Leaders & Achievers of the future





Office Assistant plus Midday Supervisor
Candidate Pack 
Location: Derbyshire
Start Date: September 2026












Welcome from the CEO

Thank you for your interest in joining Christopher Nieper Education Trust (CNET) as Office Assistant plus Midday Supervisor at Stonebroom Primary & Nursery School.
Christopher Nieper Education Trust is a small, growing, dynamic and ambitious Trust rooted in our local communities. Our Vision is to develop leaders and achievers of the future, giving pupils the winning combination of a first-class academic education and life skills for future employability with excellent pastoral care. We know the challenges and we know that with care, determination, enthusiasm and working together we can support and overcome these.
The Trust was formed in 2016 with a single school, David Nieper Academy Alfreton 11-19. Stonebroom Primary & Nursery School chose to become the second school and first primary school to join CNET in October 2023. Stonebroom has been a pivotal part of our Trust development team, creating the path for future Trust growth and development. Shirland Primary School joined the Trust as our second primary school in November 2024, with Mickley Village Primary & Nursery School joining in May 2025. We are delighted that the Governors of Deer Park Primary School have applied to join the Trust. We are very much looking forward to the continued growth of the Trust as additional local schools seek to join us.
Are you excited to be part of our Trust team, growing, and developing the Trust for the benefit of all our children, staff, families, and communities? 
If you like the sound of the Trust and are keen to be instrumental in its future success, then we would like to hear from you and look forward to receiving your application.


Dr Kathryn Hobbs,
CEO Christopher Nieper Education Trust








Welcome from the Headteacher

Thank you for expressing your interest in the position of Office Assistant plus Midday Supervisor at Stonebroom Primary & Nursery School.
I am thrilled to introduce myself as the Headteacher at Stonebroom, embarking on a journey to select a highly motivated individual dedicated to driving continuous school improvement and fostering an inclusive, nurturing environment. 
At the heart of our educational ethos lies our school mission statement, 'Together Aspire, Together Achieve.' Stonebroom pledges to offer an experienced, welcoming team that cultivates an ambitious vision for our collective future. As a candidate, we are seeking someone who leads by example, embraces accountability, and sets high standards for all stakeholders involved.
Effective communication skills coupled with a proven track record in teaching and learning are critical to the role. Candidates should demonstrate a staunch commitment to quality education and a passion for nurturing a culture of learning excellence.
Our strong community partnerships, exemplified by our Outdoor Learning curriculum and forest school provision, is an example of our commitment to holistic child development. Stonebroom boasts an enriching curriculum that strikes a balance between knowledge acquisition and skill development, setting ambitious targets for every child and offering quality learning opportunities for every child to realise their full potential.

I look forward to answering any questions you may have.

Yours sincerely,

Angela Sweeney
Headteacher
Stonebroom Primary & Nursery School













Benefits

· We are committed to investing in our staff and their development as part of this, you will have access to ongoing training, support and mentoring. 
· The support of a growing Multi Academy Trust in continuing to develop the school.
· Working collaboratively with our growing cluster of schools and the local community.
· The support of very effective and knowledgeable Trustees and Academy Governors.
· Free access to Health Assured Employee Assistance Programme.
· Free onsite Parking.
· Generous discount at the David Nieper Ltd factory shop.

Safeguarding

The Trust Board is committed to the safeguarding of children and young people, so all staff appointments are subject to employment checks and a satisfactory enhanced DBS check.

Candidates should indicate an acceptance of, and a commitment to, the trust’s policies in relation to equality and safeguarding and promoting the welfare of children.

It is an offence to apply for this role if an applicant is barred from engaging in regulated activity relevant to children. 

Please follow the link below to view the Christopher Nieper Education Trust Safeguarding/Child Protection Policy  https://davidnieper.academy/about-us/academy-policies/ 

The trust operates a NO SMOKING policy on site.

How to Apply 
CV’s will not be accepted, so please apply via our recruitment site, My New Term, following this link: 
https://mynewterm.com/jobs/149823/EDV-2026-SPANS-72955


Should you wish to visit or discuss any aspect of education at the school, please contact Suzanne Greenhalgh s.greenhalgh@stonebroom-cnet.org

Link to website - https://www.stonebroom.derbyshire.sch.uk 
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	Job title:
	Office Admin Assistant plus Midday Supervisor 

	School:
	Stonebroom Primary & Nursery School

	Accountable To:
	Headteacher and Business Manager

	Hours:
	8 am – 1.15 pm Monday to Friday (term time only plus INSET days) 
· 8 am – 11.45am Office Administration Assistant
· 11.45 am – 1.15pm Midday Supervisor 

	Key Relationships/
Liaison With:
	Headteacher, Business Manager and Pupils

	Salary Scale: 
	Office Admin Assistant - Grade 5 points 4-5 (currently £25,194 - £24,583 FTE). Actual annual salary is £10,982.
Midday Supervisor - Grade 1 / 2 point 1 (currently £12.71 per hour) 
Pay award pending. 

	Closing date for applications: 
	Friday 17th July 2026

	Interview date:
	Likely to be either Monday 20th July or Wednesday 22nd July 2026

	Start date: 
	September 2026

	School website: 
	https://www.stonebroom.derbyshire.sch.uk

	Contact information: 
	Maria Barnes, CNET HR Manager mbarnes@christopherniepereducation.org         
Telephone: 01773 832331. 

Suzanne Greenhalgh, Business Manager s.greenhalgh@stonebroom-cnet.org Telephone: 01773 872449.





	Job Purpose

	To provide effective administrative and reception support to the school, acting as the first point of contact for parents, pupils, staff and visitors. The post holder will contribute to the smooth running of the school office, support attendance procedures, and undertake Midday Supervisor duties to promote the safety, welfare and positive behaviour of pupils during lunchtime. The successful candidate will be a welcoming and professional ambassador for the school, ensuring that all visitors and families receive a positive first impression. 





Main Duties and Responsibilities:
· Act as the first point of contact for parents, pupils, visitors and external agencies. 
· Welcome visitors to the school, ensuring safeguarding and visitor procedures are followed at all times. 
· Answer telephone calls, respond to enquiries and direct calls appropriately. 
· Receive and relay messages accurately and promptly. 
· Provide a friendly, professional and helpful service to all members of the school community. 
· Assist with pupil arrivals and departures where required. 
· Provide general administrative support to ensure the efficient running of the school office. 
· Produce letters, reports, emails and school communications. 
· Undertake filing, photocopying, scanning and data entry. 
· Maintain accurate pupil records and update information on the school's management information system. 
· Process incoming and outgoing post. 
· Maintain confidentiality at all times and comply with GDPR requirements.
· Monitor daily pupil attendance and punctuality. 
· Make calls for attendance enquires as part of the first stage response in the office. 
· Record and maintain accurate attendance records using the school's management information system.  
· Supervise pupils during the lunchtime period in the dining hall, playground and other designated areas.
· Promote positive behaviour, good manners and social interaction.
· Encourage safe and inclusive play.
· Support pupils with their lunchtime routines and wellbeing.
· Monitor pupil welfare and report any concerns to the appropriate member of staff.
· Deal appropriately with minor incidents and accidents, following school procedures.
· Always ensure the safety and security of pupils.
· Follow all safeguarding, behaviour, health and safety, and first aid procedures.


Other Areas of Responsibility

Safeguarding 
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
· Promote the safeguarding of all pupils in the school 
· To undertake tasks of a similar nature and level, as directed by the Headteacher.






Job Specification
	ESSENTIAL
	DESIRABLE

	Qualifications

	GCSE Grade C/4 or above in English and Mathematics (or equivalent).
	First Aid qualification

	Experience

	Experience of working in an administrative or customer-facing role.
	Previous experience of working in a primary school.

	Experience of working in a school environment
	 

	Knowledge and Skills

	Excellent communication and interpersonal skills.
	Knowledge of Arbor

	Ability to build positive relationships with children, parents and colleagues.
	Experience of supervising children during lunchtime or playtimes

	Good organisational and time-management skills.
	 

	Ability to work accurately and manage competing priorities.
	

	Ability to maintain confidentiality.
	

	Good ICT and data-entry skills.
	

	Understanding of the importance of safeguarding in a primary school environment.
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