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Admin & Outreach Assistant
Full time - Permanent Post 
36 hours per week (all year round)


Start Date: November 2026
[bookmark: _Hlk105398550]Pay Scale: Scale 4
Leave entitlements: 27 days/year, plus Bank Holidays. (Long service leave entitlement: 32 days/year, plus Bank Holiday.
Headteacher:  Farzana Chowdhury
We wish to appoint an Admin-Outreach Assistant at Wentworth Children’s Centre.
In this post, we are particularly looking for someone who can: 

· Provide high-quality administrative support, and support outreach and engagement activities that strengthen the centre’s connection with its community.
· Efficiently support office operations with proactive communication and community liaison, ensuring smooth internal operations and inclusive external engagement.
· Work as part of an inclusive team. 

For an application pack and to arrange a visit, please get in touch with us at: childrenscentre@wentworth.hackney.sch.uk
Please note the centre is closed from 17th August to 31st August, and emails will not be responded to until 1st September. 

[bookmark: _Hlk104806610]Visits to the Children’s Centre are on Tuesday 8th September 2025.

[bookmark: _Hlk104806644]Closing date for applications: Monday 14th September at noon.
Please return all applications to: childrenscentre@wentworth.hackney.sch.uk
Interviews are expected to take place the week commencing 28th September 2026
Safeguarding 
Our school is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment. The successful applicant will be required to undertake pre-appointment vetting checks in line with Keeping Children Safe in Education statutory guidance, including an Enhanced DBS check. References will be sought, and online searches will be carried out for all applicants invited to interview.
This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020.
Anti-racism and equal opportunities 
Hackney Council and the schools within our borough work to eradicate discrimination on the basis of race, religion, gender, gender identity, sexual orientation, disability, pregnancy and maternity, age and marital status. We recognise that people can be disadvantaged by their social and economic circumstances, so we work to eliminate discrimination and disadvantage caused by social class.  

	Wentworth Nursery School 
Cassland Road
Hackney 
E9 5BY
Tel: 020 8985 3491 option 1
	Wentworth Children’s Centre  
Granard House
Bradstock Road
London
E9 5BN
Tel: 020 8985 3491 (option 2)
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