Naphill and Walters Ash School

Kilnwood, Walters Ash, High Wycombe, Bucks, HP14 4UL
Headteacher: Elizabeth Wilson

01494 562813

office@nap-walt.bucks.sch.uk
www.naphillandwaltersashschool.co.uk

Administration Assistant — Naphill and Walters Ash School

Salary: Range 3, Point 16 — £29114.00 FTE

Actual salary: £23000.06 per annum (pro rata, term-time only — based on 8:30am — 4:00pm with a 30-
minute lunch break)

Working pattern: This is a full-time role, term time only (pro rata salary).

That said, we are open to some flexibility or part-time arrangements for the right person. The key thing is that

you are able to be in school during our busiest times — particularly the start and end of the school day,
when the office is at its most active.

If you're someone who enjoys a busy environment, likes being at the centre of things, and takes pride in keeping
everything running smoothly, this could be just the role for you.

Our school office is a lively place. It's where parents come with questions, children arrive when they're not quite
feeling themselves, phones ring, emails arrive, and a hundred small but important things happen every day.

We're looking for someone who can bring calm, organisation and a friendly face to all of that.

You'll be the first point of contact for many people — pupils, parents, staff and visitors — so how you do things
matters just as much as what you do.

You'll be answering calls, managing information, supporting day-to-day admin, and helping the school run as it
should. It's varied, sometimes unpredictable, and definitely not a sit-back-and-wait kind of job.

It's probably worth being clear...

This is a role where:
e no two days look quite the same
e you'll need to juggle priorities and think on your feet
e being organised really matters

e asense of humour goes a long way

It's not a role where things move slowly or where you only focus on one task at a time.



We're looking for someone who is:

e friendly, calm and professional

e organised and detail-focused

e confident communicating with a wide range of people
e proactive and able to use their initiative

You'll need to be comfortable using IT systems (Microsoft Office in particular). Experience with SIMS or working
in a school is helpful, but not essential — we can support you to learn.

What you'll find here: a supportive team, a positive school community, and a workplace where people look out
for each other.

School offices can be busy places — but they also sit at the heart of everything. If you enjoy being part of that,
you'll fit right in.

We'd encourage you to get in touch or come and see us — it's the best way to get a feel for what we're like day
to day.

R 01494 562813
sbickerton@nap-walt.bucks.sch.uk
@ www.naphillandwaltersashschool.co.uk

Naphill & Walters Ash School is committed to safeguarding and promoting the welfare of children. All
appointments are subject to an enhanced DBS check.

Closing Date: Monday 29" June 2026



