Post: Office Administrator Full Time; 36 hours – term time only
Temporary in the first instance; subject to probation
Grade: F

Office Administrator
Christ Church CE Primary School
Christ Church CE Primary School is a caring, inclusive and forward-thinking school at the heart of the Bootle community. Guided by our mission, “Together we can…”, we are committed to ensuring that every child flourishes academically, socially and spiritually within a nurturing Christian environment.
We are seeking to appoint a highly organised, efficient and professional Office Administrator to join our friendly and dedicated team. This is an exciting opportunity to play a key role in the smooth and effective running of the school office and to provide a welcoming and supportive service to pupils, parents, staff and visitors.
The successful candidate will work closely with the Office Manager, administrative colleagues and Senior Leadership Team to support the daily operational management of the school. As the first point of contact for many members of our community, you will embody our Christian values through warmth, professionalism, respect and integrity.
Christ Church is a continually evolving school where both children and staff are supported and challenged to achieve their full potential. We are looking for an enthusiastic and proactive individual who is keen to develop their skills and contribute positively to our school community.

Key Responsibilities and Qualities
We are looking for a candidate who:
· Is committed to supporting and promoting our Christian ethos
· Is highly organised, efficient and able to prioritise workload effectively
· Has excellent communication and interpersonal skills
· Demonstrates strong literacy and numeracy skills
· Has experience working in an administrative role, ideally within a school or similar setting
· Is confident using ICT systems, including Microsoft Office and school management systems
· Maintains confidentiality and handles sensitive information with discretion
· Is flexible, adaptable and able to work under pressure
· Is prepared to be actively involved in all aspects of school life
· Is willing to attend relevant training where required

We Can Offer
· A friendly, supportive and caring working environment
· A well-resourced and inclusive school setting
· Opportunities for professional development and training
· Supportive colleagues, Senior Leadership Team and Governing Body
· The opportunity to make a meaningful contribution to the life of the school
The Governing Body welcomes applications from experienced administrators who are committed to continuous professional development and delivering high-quality administrative support.

Please could completed applications forms and covering letter be sent to:
admin@christchurch-primary.uk
Closing Date for Applications: 12 noon, Friday 13th March 2026


