                                              CASTLE PRIMARY SCHOOL
Newlands Road, Keynsham, BRISTOL BS31 2TS
Tel: 0117 986 4489    email:  office@castleprimary.uk
Headteacher:  Mr Chris Cannings
www.castle.bathnes.sch.uk
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School Office Manager
37 hrs per week (Mon to Thur 8am-4pm, Fri 8am-3.30pm)) or 29.5 hpw (not working Wed)
Term time including 6 INSET days and 10 days during the school holidays 
Grade BANES06 - £31537 - £33699 per annum pro rata
[bookmark: _GoBack]Actual Salary - £28517 – £30472 (or £22736 - £24295)
Permanent Contract
Start date: January 2026

Castle Primary School is a vibrant and growing school, situated in Keynsham, between Bath & Bristol.  

We are seeking an energetic and flexible School Office Manager to manage and work in our friendly, busy office.  The role involves supporting and leading the office team (a Receptionist and Admin Officer), including managing workload distribution and dealing with the wider staff team and parents. The role also includes:  finance, administration, personnel and staffing, estate management, and a role in health & safety. 

Overall, this is a varied and busy role which will offer many different challenges and the opportunity to lead on different initiatives that contribute to our continuous improvement journey.

You will possess excellent organisational, IT, & interpersonal skills, and effective administrative skills. 

Experience of managing staff would be beneficial. Most of all, you will have a ’can do’ attitude and have be able to use your initiative.

We can offer you:
· Children who will make you smile everyday 
· Consideration of your ‘well-being’ and access to support (in the eventuality any is required)
· Opportunities to grow as a professional and access to CPD
· The support of a central trust team and a trust-wide Admin Network  
· The support of a Trust who like us, values its employees and respects our school’s individuality 
· The option to take term-time holidays (in exchange for additional school holiday hours) 
· Pension contributions 
· Access to the Cycle to Work Scheme 

We would encourage visits to our school so you can see for yourself all we can offer.  


The Partnership Trust is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment. This post is subject to an enhanced DBS check and satisfactory references.

Applications Close:	Friday 5 December 2025 at 9am     
Interviews:  		Thursday 18th or Friday 19th December 2025
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