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	Headteacher PA and HR Support 

	Salary:   G6 (14-20) 
Job type:  Permanent TT +2 Weeks
Start date: Monday 2nd June 2025
Apply by: 31 March 2025  5pm  

	Job overview

Job Title: Headteacher PA and HR Support

Hours: 32.5 per week (Monday 8-5pm Tuesday, Wednesday & Thursday 8-4:30pm) Term time plus 2 weeks

Salary: G6 (14-20)     Approx. £ 22,087        Starting salary Per Annum 

Start Date:  Monday 2nd June 2025 (can be discussed dependent on notice period required)

· This is a permanent position.

· Enhanced DBS checks will be conducted.

Saint Patrick’s is a wonderful Primary School in all aspects of its provision and we have an excellent reputation within the Wigan Local Authority as well as the Liverpool Archdiocese. We pride ourselves on being at the centre of our community and the strong partnership working we have at all levels is apparent.  Through this we provide our pupils with a whole education- an education that not only allows our pupils to achieve well academically but also to develop spiritually, emotionally and socially. This focus on the whole child provides our pupils with the knowledge, values and skills that they will require for High School and beyond.

Are you a dynamic, highly organised and efficient graduate (exceptional, experienced candidates who have not been educated to degree level may be considered) who would thrive in a busy fast-paced school environment? Do you love to act on your initiative and have an excellent eye for detail? Then this role could be perfect for you.

We are seeking to appoint a Personal Assistant (PA) to the headteacher and HR Support with personal qualities and skills of the highest order. Ideally candidates will have significant administrative and HR experience.  The suitable candidate should be available for a June 2025 start. The purpose of the role of the PA is to provide confidential and highly professional support to the Headteacher, to support the school in HR matters and to act as an ambassador for the school and the Headteacher in all matters.

[bookmark: _Hlk187835830]We seek an honest, reliable and well-motivated individual to join our school team. Please see job description and application pack on our school website – Yellow arrow Saint Patrick’s Community – Job Vacancies. https://www.saintpatricks.wigan.sch.uk/job-vacancies/

How to apply
The application process will be the following submitted to school: 
· A letter of application detailing your experience and suitability for the role addressing the criteria of the person specification and job description. 
· Complete the CES application 
· Complete the Consent to obtain references form
· Complete the Rehabilitation of offenders’ disclosure form


The deadline for applications is at 5pm on Monday 31st March 2025.Please submit your application to enquiries@admin.saintpatricks.wigan.sch.uk or hand it in at the school office.  Interviews will be held the week beginning 31/3/25. It will assist the shortlisting process if applicants can address directly the criteria in the person specification in their supporting statements. 
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