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	Campion School, Leamington Spa, Warwickshire 



Human Resources / Business Administration Officer
Permanent contract for a candidate with suitable experience/qualifications from
1 September 2026

Salary Band F, Scp 7-10 (full-time F7 £26,403 to F10 £28,142 by annual increments)
For 22.50 to 30 hours per week (TBC) for 39 weeks of the year (term-time only, 
plus five days)
Hours to be agreed, but actual paid salary after pro rata would be: 
£13,749 for 22.50hrs / £18,332 for 30hrs

We require an experienced HR and Business Administrator, used to working in a professional environment, to support and assist the Human Resources Manager and Governance and Compliance Manager to provide an efficient Human Resources and Business Administration function at the school, support for the Headteacher and Senior Leadership Team, and to be a strong support for the staff, parents and pupils. 

Candidates should have good previous experience of high-level clerical and administrative work in a human resources, school or other professional environment. They should be able to work to deadlines, have a flexible approach to work and possess excellent communication and organisational skills. 

The ideal candidate will be energetic, organised and proactive, with a good imagination and flexibility at their heart - schools are fast-paced and dynamic environments and this role is at the centre of the organisation. Previous experience of working in a school would be advantageous. Full details of this varied and interesting role are included in the Job Description.

Prospective candidates are warmly invited to visit the school by prior appointment. Please contact the HR Team Amanda Scott, on 01926 743236, or Kerrie Flippance, on 01926 743239 to arrange a visit.

To apply please download a Campion School application form and submit it by email to head@campion.warwickshire.sch.uk or by post to the school’s address. Please note, we can only accept applications on the school’s application form. 
  
Closing date for applications is 10.00 on Tuesday, 9 June 2026
Interviews anticipated after Thursday, 11 June 2026

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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