
	Organisation Name 
	FAIRBURN VIEW PRIMARY SCHOOL

	Contact Name
	JULIE PRATT

	Email Address
	jpratt@fairburnview.co.uk

	Telephone Number
	01977 558350

	Invoicing Address
	STANSFIELD DRIVE, AIREDALE, CASTLEFORD WF10 3DB



	Advert Live Date
	15/04/2026                                 Advert Closing Date: 1/05/2026

	Job Title
	Administrative Officer

	Advert Wording
	Administrative Assistant required from:  June 2026 
Fairburn View Primary School is seeking to appoint a highly organised, efficient and personable Administrative Officer to join our friendly and supportive school team in our busy office. This is a key role within the school office, acting as a first point of contact for parents, pupils, staff and visitors, ensuring a welcoming and professional front-of-house service. The successful candidate will provide high-quality administrative support to the established administrative team and school in general, contributing to the smooth and effective day-to-day running of the office.
Fairburn View Primary School offers a warm, supportive and inclusive environment where the successful candidate will have the opportunity to enhance their own practice through CPD opportunities. We are committed to your professional development, offering regular training, mentoring and opportunities to grow within the role.  In return for your passion and enthusiasm, we provide a well-resourced environment, with the opportunity to work collaboratively to develop the existing procedures we have in place. 
 
We are looking for an Administrative Officer to work within existing Admin Team, who will: 

*Have excellent organisational and time management skills 
*Demonstrate strong communication skills, both written and verbal 
*Be approachable, professional and able to build positive relationships with pupils, families and staff 
*Have experience of working in an administrative role (school experience desirable but not essential) 
*Be confident using IT systems and Microsoft Office 
*Have a good understanding of confidentiality and safeguarding responsibilities. 
*Be first aid trained, or willing to undertake training

We can offer you: 
* A team who are committed to supporting each other and working together to address the challenges we face. 
* Enthusiastic, polite, and wonderful children who are keen to do well. 
* Support for your own professional development and career progression, with an opportunity to complete apprenticeships to enhance your skills, specialist knowledge and qualifications.
* A happy and caring ethos in which all individuals are valued. 

Application closing date:  Friday 1st May 2026 @ 12.00 noon
Interview date:  Week commencing 4th May 2026
Start date:  June 2026 

For enquiries about the post, or to arrange a visit to school, please email Julie Pratt (SBM) jpratt@fairburnview.co.uk 

How to apply:

Please send your completed application form, with the names and email addresses of 2 references, to Mrs Julie Pratt, School Business Manager, at: 

Fairburn View Primary School
Stansfield Drive
Castleford WF10 3DB

Or via email no later than Friday 1st May 2026 @ 12.00 noon to: jpratt@fairburnview.co.uk

In accordance with the Childcare (Disqualification) Regulations 2009, if you are shortlisted for this post, you will be required to declare that you are not Disqualified (or Disqualified by Association) from working within this setting. The successful applicant will be required to complete a Disclosure Application Form and to provide criminal conviction information. 

Fairburn View Primary School along with Wakefield Council are wholly committed to ensuring children and young people are fully supported and safe.  We are dedicated to the safeguarding of all children and young people whilst promoting their welfare and expect all staff and volunteers to share this responsibility.  Full DBS checks will therefore be carried out.


	Work Location
	FAIRBURN VIEW PRIMARY SCHOOL, STANSFIELD DRIVE, CASTLEFORD WF10 3DB

	Salary
	Grade 4, £25,583 - £25,989 FTE (pro-rata); Term Time plus 2 Days. Actual salary £21,636 - £21,980

	Hours
	Full time 37 hours per week, 8.00 am to 4.00 pm

	Contract Type
	Permanent 

	Registered Charity Number
	   

	Purchase Order Number
	   






If you would like to attach any additional information (e.g., job description, person specification, application form, etc.), please attach this to your email along with your booking form and advert wording.
 
Once your advert has been published we will email you a direct link to the live advert on our job site.
Invoices will be sent to the address given above.

Thank you for your interest in advertising with Wakefield Council. 


