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                  Mosspits Lane, Wavertree, Liverpool L15 6UN 
0151 722 1716
office@mosspits.com	www.mosspits.com
Headteacher:  Mr Peter Heery


Administration Assistant - Mosspits Lane Primary School

The Governors wish to appoint an experienced Admin Assistant

Job Salary: 32 x hours per week, 39 x weeks, Grade 3, point 5 – 9 £25,583 - £27,254 FTE
                                                                                                                     £20,466 - £21,803 Actual

Working times: Monday – Friday - 8.15/8.30am – 3.45pm.  Plus 1 x Hour lunch each day

Contract Type: Permanent
Closing Date:  Friday 12th June 2026 at 12.00pm (Midday)
Shortlisting Date: Monday 15th June 2026 (am)
Interview Date: Tuesday 23rd June 2026 (am)
Start Date:  1st September 2026

School Information
Mosspits Lane Primary School is situated in the heart of Wavertree.  The school promotes a positive attitude and strives for the best at all times.  Our children are polite, well-mannered and have a good sense of humour.  We provide a safe and happy environment for all our children.

Role Information
The role will focus on providing administrative and organisational support within the school office.  We require a person who has experience of working with Arbor.  The role involves maintaining the Arbor module, inputting pupil data, the attendance/absence register.  You will need excellent communication skills, have a calm manner and be able to work as part of the team in our busy school office.

How to Apply
Please complete all the official application forms with all relevant information. These consist of an Application and an Equal Opportunities form. These are also on our school website www.mosspits.com under News and Events, Vacancies.



Applications can be emailed to h.taylor@mosspits.com or hard copies of application forms will be accepted and can be submitted by post or by hand for the attention of Mrs H Taylor.

The closing date for applications is:  Friday 12th June 2026 at 12.00pm (Midday)
Shortlisting will take place on:  Monday 15th June 2026 (am)
[bookmark: _GoBack]Interviews and a task will be held on: Tuesday 23rd June 2026 (am)


Contact Details

Mosspits Lane Primary School
Mosspits Lane
Wavertree
Liverpool
L15 6UN.

Contact name: Mrs Hazel Taylor
Contact telephone: 0151 722 1716
Contact email: h.taylor@mosspits.com
Website: www.mosspits.com
N.O.R: 398.


Mosspits Lane Primary School is fully committed to safeguarding and promoting the welfare of young people and expects all staff to share this commitment. An Enhanced Disclosure & Barring Certificate will be requested for the successful candidate, references sought and online checks will be made in accordance with Safeguarding Children and Safer Recruitment in Education legislation.




Mosspits Lane School Values:

Respect       Passion      Teamwork     Self- Belief     Honesty     Eco-Friendly    Determination
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