Administration Assistant

Sandbach High School and Sixth Form College have an exciting opportunity for a administration assistant to join the administration team within our friendly and welcoming school community from 1st January 2026.
The successful applicant will have:
Excellent customer service skills and attention to detail as well as a genuine desire to provide high quality administrative support to our students, their families and school colleagues.
In return you will receive:
A welcoming, friendly environment.
The support of committed, enthusiastic and dedicated colleagues.
Students who are eager to learn and a credit to the school.
If you feel this role offers you the rewarding opportunity you are seeking, we would like to hear from you.

	Appointment Type
	Temporary in the first instance

	Start Date
	1st January 2025

	Hours
	37 hours per week 
Monday to Friday 
Term time + 2 weeks (40 weeks in total)

	Salary Scale
	Sandbach High School and Sixth Form College pay scale
Grade 4 £24,112- £25,801 pro rata
Actual salary £21,244 - £22,732 per annum


	Closing Date
	Tuesday 25th November 2025.


	Interview Date
	TBC




For an application pack detailing further information and how to apply for the role, please visit the school website 
https://sandbachhigh.co.uk/our-school/job-vacancies-and-applications/
Applications will only be accepted on the school application form.

Sandbach High School and Sixth Form College is committed to the safeguarding and promoting the welfare of children and young people and we expect all our employees and volunteers to share this commitment.  This post is exempt under the Rehabilitation of Offenders Act 1974 and the successful candidate will be subject to an enhanced check by the “Disclosure and Barring Service” along with other stringent vetting and induction processes.


