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Team Assistant
Salary: The salary range for this post is H4 (£26,847 pro-rata). 
Hours: 8 hours per week, term time only worked over 2 days
The contract is initially fixed term, until July 2027.

[bookmark: _GoBack]The Harpenden Plus Partnership of Schools is looking for an enthusiastic, proactive and highly organised Team Assistant to join our friendly, award-winning team on a term-time only basis. The Harpenden Plus team work closely with 23 local schools to provide a wide range of support services for the families.
Based at our office within Sauncey Wood Primary School, this role is for 8 hours per week (ideally worked on Tuesdays and Wednesdays). We are looking for someone who can also offer occasional flexibility to attend essential training or partnership events when required.
As Team Assistant, you will play an important part in helping our small and dedicated team make a real difference to local families and this is a rewarding and varied role.
Working alongside the Partnership Manager and Family Support Team, your responsibilities will include:
· Organising and co-facilitating emotional wellbeing programmes for children and young people.
· Coordinating sports and music events, including the administration of bookings and results.
· Managing counselling referrals and maintaining accurate records.
· Supporting family initiatives, including organising hygiene bags and Christmas gift projects.
· Reviewing and updating grant applications and funding documentation.
· Helping to maintain and develop the partnership's website and social media presence.
· Providing general administrative support to ensure the smooth running of the partnership.
We are looking for someone who: 
· Is a friendly team player able to work independently and prioritise their workload effectively.
· Is reliable, well organised and proactive, with excellent communication skills.
· Is confident using IT systems, including Microsoft Word, Excel and Office 365 applications.
· Is adaptable, enjoys learning new skills and can respond positively to new challenges.
· Has strong organisational and record-keeping skills, and experience of delivering courses to children.
· Holds GCSE qualifications (or equivalent) in English and Mathematics, and a Level 3 qualification.
· Demonstrates the highest standards of professionalism, discretion and confidentiality.
· Is willing to undertake other reasonable duties as requested by the Partnership Manager.
If you have the skills, enthusiasm and commitment to help make a difference in our local community, we would love to hear from you. For an informal discussion about the role, please call 07908 459540. 
Closing date for applications: 11pm on 8th October 2026 (via Teach in Herts www.teachinherts.com). 
We reserve the right to close this vacancy early should sufficient applications be received.   
Date of interviews:  the morning of Tuesday, 13th October 2026
Sauncey Wood Primary School is committed to safeguarding children and young people.  All post holders are subject to a satisfactory enhanced Disclosure and Barring (DBS) check and reference and medical pre-employment checks.
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	Helen Leigh, Partnership Manager for HarpendenPlus
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