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	Campion School, Leamington Spa, Warwickshire 




Receptionist
Part-Time (16.5 hrs p/wk), term-time only (38 weeks per year)
Band D, scp 4-5 (£25,185-£25,583 per annum, full time)
Actual Starting Salary, Band D, Scp 4 £9,372 per annum

We require a receptionist to assist with general reception duties, to undertake routine administrative tasks within the school’s main reception office.  

The ideal candidate should be organised and possess excellent communication skills, both in person and on the telephone to enable them to interact with the public, students and other school staff.  Their demeanour should be calm and friendly, and it would be advantageous if they have experience of working in a reception/office environment, preferably in a school. 

Preferred Hours: worked over three days of the week are 8.30am to 2.00pm (required, on rare occasions, to cover up to 4.00pm).

Although previous experience is not absolutely necessary, training will be given.  We actively welcome visits from interested candidates by prior appointment – please contact Amanda Scott, HR Manager on 01926 743236 or Kerrie Flippance on 01926 743239.

Please apply by email to: head@campion.warwickshire.sch.uk using the attached application form or, if you require further details, please contact Amanda or Kerrie on the numbers above, or email to the head@campion.... address. For further details about the school, and current vacancies, please see the school’s website: https://campion.warwickshire.sch.uk
  
Closing date for applications is 10.00am on Wednesday, 3 June 2026
Anticipated interview date will be from Friday, 5 June 2026 onwards

Campion School, Sydenham Drive, Leamington Spa CV31 1QH.   
Email: head@campion.warwickshire.sch.uk   
Headteacher: Jassa Panesar 

This school is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. This post is subject to an enhanced DBS disclosure.
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