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Vacancy: Business Administrator (6 hours/week) 
with the option of additional Playgroup Assistant hours (11 hours/week)Gotham Pre-school Playgroup is seeking a motivated and enthusiastic Administrator, to support with the running of this key local service. This position is available to start ASAP 
Applicants must have experience in general administrative practices, including finance, payroll and maintenance of key policy and regulatory paperwork. Demonstrable knowledge of early years funding streams will also be desirable. 

 
Applicants must be qualified to NVQ Level 2 or 3 in childcare (or equivalent) and have a minimum of one years’ experience in an early years setting 



Hours: 6 per week (Nottinghamshire County Council term time only) - business administrator only. 17 per week if taking on additional playgroup assistant role.
 Salary: Minimum Wage
Full details available on our website at www.gothamplaygroup.org.uk. or by emailing    gothamplaygroup@live.co.uk
Informal enquiries can be made to the existing manager, Katie Wade at gothamplaygroup@live.co.uk and visits can be arranged during opening hours by ringing the current Manager on 07480708965
A covering letter and application form stating clearly whether you wish to also be considered for the additional playgroup assistant role and why you feel you are suitable for the position should be addressed to the manager and emailed to gothamplaygroup@live.co.uk or sent to playgroup, situated within Gotham Primary School. 

Closing Date:  2nd February 2026 

Gotham Pre-School Playgroup is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful candidate will be required to complete a satisfactory Enhanced Disclosure and Barring Service (DBS) check. This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.
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