


Bodmin Road, Whitleigh, Plymouth, Devon PL5 4DZ

	
Required ASAP
Post : Receptionist / Administrator
[bookmark: _GoBack]15 hours per week, Tuesday  & Wednesday, 39 weeks per year.
Salary/Grade B/C £24,027 - £25,584 pro rata




“Where learning is a way of life”

Brook Green is a ‘calm orderly learning environment’ where we have ‘strong relationships with pupils and families’ (OfSTED 2024). We are a happy, thriving and aspirational learning community for young people aged 11 – 16 years who have cognition and learning, behavioural, emotional and social difficulties. Preparing students for the next stage of their education, employment and adult life is central to all that we do. We pride ourselves as being a nurturing community where every student is valued as an individual.  Our staff are very motivated and we have a supportive governing body. 

We are seeking to appoint an organised, creative and inspiring Receptionist / Administrator.  We are seeking an individual who is well-organised, efficient, flexible, calm, friendly, motivated and passionate about providing an excellent support service to our students, staff and visitors. You will support the HUB team with administration, resource management, finance and compliance. Experience of working in a school environment would be an advantage.  

For an informal discussion or to arrange a visit please contact Denise Higgins, Business Manager on 01752 773875.

Application packs are available on the school website under information. (www.brookgreen.org.uk/vacancies) Return completed applications to drogers@bgcfl.org.uk.

Closing date:  Friday 14th October 2025 at noon.

Interviews:	TBC
	
Brook Green is committed to safeguarding and promoting the welfare of children and expect all staff and volunteers to respect this commitment. All teaching and support members of staff must undertake the required pre-employment checks. 

This post is subject to an enhanced Disclosure and Barring Service (DBS) check and dependent on satisfactory references and employment history.
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