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Description automatically generated with medium confidence]Saffron Walden County High School Vacancy

Curriculum Assistant & Attendance Administrator

12 hours per week (Term-time only + 1)

We are seeking an organised and enthusiastic Curriculum Assistant & Attendance Administrator to join our friendly and supportive school team.
This varied role combines attendance administration with curriculum support, offering the opportunity to work across different areas of school life and make a positive contribution to both student wellbeing and learning.
Start Date: ASAP
Application Closing Date: 9am Monday 5th October 2026
Interviews: W/C Monday 5th October 2026 / W/C Monday 12th October 2026
Salary: Point 6, within the range 6-7 | FTE £26,847 | Pro Rata £7,464.69
Hours: 12 hours per week | Term time only + 1 (39 weeks)

How to Apply:
To apply, please complete the online form found on our website www.swchs.net 

Your supporting statement should address and evidence the selection criteria detailed in the Person Specification. 

For any questions about the application process please contact our HR Administrator, Mrs Sykes: applications@swchs.net  

The Role


Attendance Administration (4 hours per week)

Working in the Attendance Office for 2 hours each Wednesday and Friday morning (8.45am start), you will:
· Support the accurate recording and monitoring of student attendance
· Communicate with parents, carers and teaching staff regarding student absences
· Assist in maintaining attendance records and ensuring attendance procedures are followed.



Curriculum Support (8 hours per week)
Working flexibly by agreement within the Social Sciences Department, you will:
· Assist with the preparation of curriculum resources and classroom materials.
· Support the organisation and administration of educational visits and school trips.
· Provide administrative and communication support for parents and carers
· Help with the smooth day-to-day running of the department.

Working Pattern


Attendance Administration
· Wednesday: 8.45am start, 2 hours
· Friday: 8.45am start, 2 hours

Curriculum Assistant
· 8 flexible hours per week, arranged by agreement.

The role would suit someone looking for a rewarding term-time only position that fits well around school hours, while offering the opportunity to play an important part in supporting both students and staff.

About You

The successful candidate will:
· Have excellent organisational and administrative skills
· Be a confident and effective communicator
· Be able to work independently and manage competing priorities
· Be comfortable learning and using a range of school systems and databases
· Have a flexible and positive approach to work.

Why work for us
The mission of Saffron Walden County High School is to be 'a local school of exceptional quality'. What this means in practice is that we constantly strive to provide the highest quality education to young people in the Saffron Walden area.  It is the kind of quality that is demonstrated by outstanding achievement at all levels, high expectations of behaviour, excellent teaching and learning and a broad and rich curriculum.
Benefits: 
Working with us brings with it a range of attractive benefits, including
· A Trust which puts staff well-being at the heart of everything it does
· Occupational Health
· Employee Assistance Programme
· Free on-site parking
· Onsite early years Nursery
· Onsite dog day care available
· Discounted Staff membership to Saffron Screen
· Generous employer contributions to Local Government or Teacher Pension Scheme

We would like you to: 
· Demonstrate enthusiasm, energy, and passion for your role
· Be a positive team player who likes to work with, and support, others
· Be keen to continue to develop your practice, sharing what works best with your team

We are committed to ensuring that recruitment and selection is conducted in a manner that is systematic, efficient, and effective and which promotes equality of opportunity.  Selection will be on the basis of merit and ability, assessed against the qualifications, skills and competencies required to do the job.  We will uphold obligations under law and national collective agreements to not discriminate against applicants for employment on the grounds of age, sex, sexual orientation, marital status, disability, race, colour, nationality, ethnic origin, religion or belief. We seek to be a diverse workforce and welcome applications from all.
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