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School Receptionist and Admin Support
Employer: Cheshire Academies Trust
Location: Brookhurst Primary School
Contract: Fixed initially until 31 August 2027 (with the possibility of a permanent position)
Grade: Band C SCP4 £8,499.06 (Full Time Equivalent £25,185. Working 36 hrs per week)
Working Pattern: Part Time (38 weeks per year, Term Time Only)
Hours: 14 hours (Mon 9am-11.30am, Tues 9am-11am, Wed 9am-11am, Fri 8.30am-3.30pm)
DBS Check: Enhanced
Closing Date: Thursday 3 September 2026 at 12.00 noon.
At Brookhurst Primary School we are like a ‘Big Family’.  We understand that every day is different and we ensure we make the most of what we have and experience.  We are a popular school wishing to appoint a Receptionist and Admin Support.  We believe in our school vision, ‘Right Start – Bright Future’.

Brookhurst Primary are looking for a welcoming and proactive individual to join our dedicated school administration team.  As the face of our school, you will play a vital role in creating a warm, positive environment for everyone who walks through our doors.
This is a varied role perfect for someone who thrives on multitasking, loves helping people, and possesses excellent organisational and IT skills.

Working Monday 9am -11.30am, Tuesday 9am-11am, Wednesday 9am-12noon, Friday 8.45am-3.45pm during term time.  Your time will be split between providing a front-of-house service and delivering essential background administrative and financial support.
Key Responsibilities: 

Welcoming pupils, parents, and visitors, answering incoming calls, and managing general enquiries.
Managing school meals ordering and supporting attendance monitoring.
Managing the schools Management Information System (MIS) to ensure the database is highly accurate and up to date.
Assisting with daily financial transactions, processing orders, and working with the SBM on budget administration.
Helping with school communications, maintaining pupil records, and organising meetings or school events.
We are looking for someone who is:

Enthusiastic and friendly with an approachable, professional manner.
An excellent communicator who can confidently liaise with pupils, parents, staff, and external agencies.
Highly organised, capable of managing data systems (MIS), and comfortable handling financial tasks.
Committed to the safety and welfare of children
A proactive team player who takes pride in contributing to the positive ethos of our school.
At Brookhurst Primary, we pride ourselves on a supportive, collaborative working environment where every staff member is valued. You will receive guidance from senior staff and have access to ongoing training and performance development to help you succeed in your role.
If you have the skills, energy, and warmth to excel in this role, we would love to hear from you!
Brookhurst Primary is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. The successful candidate will be subject to an enhanced DBS check.
Contact details: Alison Nield, Business Manager 
Email: anield@brookhurst.wirral.sch.uk 
Tel No: 0151 334 4348  

Applications to be submitted via My New Term ‘www.https//mynewterm.com’ or by clicking the link below.

https://mynewterm.com/jobs/152409/EDV-2026-BPS-74885	
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