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Required for September 2026 – Office Administrator
35 hours per week – Maternity Cover

Malvern Parish CE Primary School is a friendly and caring school with our children and families at its heart. All of our pupils benefit from a broad and engaging curriculum which has been carefully designed to ensure our pupils have every opportunity to progress in their knowledge and skills and to build a lifelong love of learning.
 
Malvern Parish CE Primary School is part of the Diocese of Worcester Multi Academy Trust. We provide a safe, inclusive environment to enable everyone in our school community to aspire to achieve their full potential. As a Church of England school, we work closely with our local church community and celebrate the Christian values in action which help our children develop spiritual, physical and mental wellbeing.

The Governing Body of Malvern Parish CE Primary School is seeking to appoint an is seeking to appoint a welcoming, enthusiastic, and efficient office administrator to work as part of the administrative team.

The successful candidate will:
· be the champion of first impressions for the school 
· be committed to the safety and well-being of all pupils
· undertake reception duties, answering routine telephone calls and face-to- face enquiries
· be responsible for ensuring the accuracy of the school calendar
· undertake typing, word-processing and other IT based tasks
· respond to routine correspondence
· have good interpersonal, organisation, communication and time management skills
· be prepared to be flexible
· support with pupil attendance and registers

We can offer:
· opportunity for individualised CPD and other training
· a caring, committed, friendly and hardworking staff
· happy, well-behaved, enthusiastic and motivated pupils who are proud of their school and enjoy learning
· a supportive Governing Body


Malvern Parish Church of England Primary School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We expect all staff and volunteers to share this commitment. Any offer of employment will be subject to the receipt of a satisfactory DBS Enhanced Disclosure, two positive references, medical clearance and evidence of appropriate qualifications.

All details for this position can be found at Education Job Search | Find Teaching, Leadership & School Support Jobs  For further information please contact the school office on 01684 574084 or email: office@malvernparish.worcs.sch.uk  
Closing date for applications: 26.06.26
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