
 

 

Salary West Sussex Grade 4 currently £18,795 - £19,171 pro rata  
(Actual salary £13,188 - £13701 dependent on experience and pending 2020-21 pay 
settlement). 

Location Thomas A’Becket Infant School 

Address Pelham Road, Worthing, BN13 1JB 

Website www.tabinfant.org.uk   

Email vacancies@tabinfant.org.uk 

Telephone No 01903 235386 

Required From ASAP 

Contract Permanent, Part-time (Term time only), 31.25 hours per week - 
8.30a.m. to 3.15p.m. Mondays to Fridays, including a 30 minute break. 
 
 

Administration / Pupil Wellbeing Officer 

 
Thomas A’ Becket Infant School is a very large, friendly Infant School with 540 children on 
roll.  An exciting opportunity exists for an experienced, highly efficient and well organised 
person to join our busy team. 
 
Duties are wide ranging but will require an experienced receptionist / administrator with a 
friendly disposition, and a positive ‘can do’ attitude to work. You must enjoy working with 
and be committed to the welfare of children.  
 
The successful applicant will either already have, or be willing to undertake training for a full 
3 day First Aid at Work qualification.  
 
As part of a team responsible for the daily smooth running of our busy school office, your 
main role will consist of being the first point of contact for our many visitors and callers. You 
will play an important part in our professional team, supporting pupils, parents and staff.  
You must therefore be able to present a positive image of the school at all times, have a 
calm telephone manner and strong interpersonal and communication skills, together with 
excellent organisational skills in order to balance the many competing demands on your 
time. 
 
You will also be able to demonstrate competent IT skills, excellent attention to detail, and be 
able to work independently and under pressure. An existing knowledge of SIMS is desirable 
but not essential as training will be provided.  
 
More detailed information about our school can be found in the attached information and we 
would recommend that you visit our school website www.tabinfant.org.uk to gain a better 
understanding of the size of the school and to look at recent newsletters to get an update on 
our latest news. 
 
Closing date for applications is:  midnight on Sunday 3rd May  
Interview date will be: Wednesday 13th May  
 
The school is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment.  The post will be 
offered subject to satisfactory references and health checks and requires an Enhanced 
Disclosure and Barring Service (DBS formerly CRB) clearance.  It also falls under the 
provisions of Disqualification under the Childcare Act 2005. 
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