Croyland Primary School
Croyland Road

Headteacher: ;
: . Wellingborough
Miss L. Deakin Northamptonshire
NN8 2AX
bursar@croyland-pri.northants-ecl.gov.uk Tel: 01933 224169

Website: www.croylandprimary.co.uk

Dear Applicant

Thank you for expressing an interest in applying for the part-time Receptionist/Administrator position
at Croyland Primary School to start on 15t December 2026.

This is an exciting and challenging opportunity for a creative, hard-working and dynamic person to
make a significant contribution to the success of our nurturing school. The successful candidate will
be well supported and receive on the job training. There will be opportunities to attend courses
relevant to the role as part of continuous professional development.

Ideally we would like the candidate to have experience within the school environment. The enclosed
person specification will give a guide to the qualities we will be looking for.

Please find enclosed the following documents:

Receptionist Job Description

Receptionist Person Specification
Receptionist Advertisement

Application Form (+ LA Monitoring Forms)
Privacy Notice

Diversity Statement

Statement on the recruitment of ex-offenders

The contract is for 28 hours per week starting at 8.30am and finishing at 4.00pm on Mondays,
Tuesdays, Thursdays and Fridays, with half an hour for lunch, term time and 2 training days only.
Your salary will be paid at a Grade D Point 3 (or 4, depending on experience) which is the equivalent
of £13,928.06.- £14,148.31 per annum and is subject to a 6 month probationary period.

The deadline for the return of applications is Thursday 15" October 2026. Please send your
application form to Miss K Durham, School Business Manager kdurham@croylandprimary.org.uk and
please ensure your application arrives no later than 4.00pm.

Please send a supporting letter in addition to the standard application form. This letter should outline
your experiences and any other information you consider relevant in support of your application.

| look forward to hearing from you.

Yours sincerely
Miss L Deakin
Headteacher

“a happy school where we become experts in lots of things”
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