
 

    The Southfield Trust 
 

 
 
 
 
 
  Externally posted July 2022 
 

Vacancies 
Receptionist/Office Assistant -Trust 

 

The Southfield Trust is seeking to appoint a Receptionist/Office Assistant to join the Trust Administration Team.  We 
are looking for a self-motivated individual with good communication and word processing skills to provide general 
clerical support in one of our main school offices.  This role requires a real passion for delivering excellent customer 
service as you will be the first contact to all visitors and therefore a key representative of the school, offering the right 
candidate opportunities to work in a friendly but busy environment. 

You will work alongside a supportive staff team who have a wealth of expertise and are committed to the continuing 
professional development of all staff - offering a strong programme of in school training. 

 

A fixed term post is offered until 31st March 2023. 

The paid hours of work are 32.5 per week - Monday to Friday – daily hours of work 08:30-15:30. 

An daily additional half hour lunch break entitlement is unpaid. 

This is a term time only post which is paid 46 weeks per year. 

The actual post salary is £14,383 per annum. 

(As this post is a part time /term time post the actual salary is a pro rata’d figure based on the full-time figure of 
£18,887 (1.0fte) (Single Status Grade 3.7)). 

 

The Southfield Multi Academy Trust consists of three exceptional special schools – The South Downs School, The 
Lindfield School and Hazel Court School, which provide the best possible educational opportunities for all its learners 
and their families. The Trust is also currently in an exciting phase of development including the opening of a new 
school, Summerdown School, in the autumn of 2022. 

For more information about the Trust please visit our website:  www.thesouthfieldtrust.com 

Visits to a Trust school are welcomed - please email your contact details to the HR team at 
recruitment@thesouthfieldtrust.com if you would like to arrange a visit or for more information. 

Candidates should be prepared to work at any one of our school sites.   

 

Please complete a support-staff application form for this post, which can be accessed via the Vacancies tab on our 
website along with the Job Description and Person Specification.  

We look forward to receiving your application.  We do not accept CVs. Your application will be accepted if sent by 
email to: 

recruitment@thesouthfieldtrust.com 

 

The closing date for this post is midday on Thursday, 1st September 2022 

If you do not receive a response to your application by Wednesday, 7th September you can assume you have been 
unsuccessful on this occasion. 

 

The Southfield Trust is committed to safeguarding and promoting the welfare of children and young people. 
Employment will be subject to pre-employment checks including satisfactory DBS Enhanced clearance and 
references. This post is covered by the Childcare Disqualification Regulations 2018. 
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