Sir John Hunt Community Sports College
Lancaster Gardens
Whitleigh
Plymouth
PL5 4AA

Tel. No.    	01752 201020
Fax No.   	01752 201102
Email:	    	sjh-recruitment@sjhcsc.co.uk
Website:	www.sjhcsc.co.uk

Roll:		760	11-19 Mixed Comprehensive
Principal:	Mrs J M Bevan

Administrative Assistant x 2 (1 full time, 1 part time)
Permanent
37.5 hrs over 39 weeks, 15 hrs (Thur – Fri) over 39 weeks.
NJC Grade: C £25,583 (£22,204 pro rata, £8881 pro rata)
Hours: 37.5 Hrs per week term time (37.5 additional hours outside of term time)
	 15 Hrs per week term time (15 additional hours outside of term time)	

Start Date: September 2026

SJH is an excellent school that has improved immensely in recent years and, as a result, has been oversubscribed for the last five years. Our ethos is for our students to strive ‘to greater heights.’ This ethos is built on a core set of values, which underpins everything that we do. These are Ambition, Endeavour and Respect.

Non-teaching professionals at Sir John Hunt are key to supporting the educational and personal development needs of our students. We pride ourselves on developing both support and teaching staff, with dedicated training days to support their continued professional development.  
We are seeking to appoint an efficient Administrative Assistant to join our friendly and effective administration team. The post holder will be based in the student reception where they will assist in a variety of day-to-day administrative tasks supporting our students, including behaviour and attendance.
We welcome applications from highly motivated and experienced individual with the vision and ability to commit towards the team. If you would like to find out more about the College, please visit our website at: http://www.sjhcsc.co.uk/. 

An application form and further details can be found on the College website. www.sjhcsc.co.uk

Closing date: 9.00am, Thursday 03 September 2026.

Sir John Hunt CSC is committed to safeguarding and promoting the welfare of children and we expect all staff to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out; references will be sought for all shortlisted candidates and all shortlisted candidates will be requested to complete a questionnaire about any convictions or adult cautions that are unspent. Guidance will be given to those shortlisted.

