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Handale Primary School
West Park Avenue
                                                                                 Loftus
                                                                              TS13 4RL
Tel: 01287 640416
Email: office@handale.rac.sch.uk
Website: www.handaleprimary.co.uk

School Administrator
Pay Scale: Band C (SCP 6) (£11,734).
Contract: 22.5 hours per week (term time only)
Fixed term- Temporary until December 2023
Are you organised? Do you have very high expectations? Do you want to make a full contribution to children's learning as well as supporting staff in Handale Primary School?
We are looking to appoint a School Administrator to join our vibrant, successful and supportive team. The successful applicant for this post will be the "face of the school" and as such should always be polite, confident and efficient in receiving and distributing information delivered by telephone, email and in person.
The main requirements of the post are outlined below:
· Reception duties including dealing with all enquiries effectively, efficiently and politely
· Provide support to the Office and Senior Leadership Team
· Support school staff with routine administrative tasks

If this sounds like you and a role that you would enjoy, please look carefully at the following materials and complete the school application form.
The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. The post is subject to a successful DBS clearance (certificate of disclosure form from the Disclosure and Barring Service). Pre-employment checks including an online and social media search (KCSIE 2022) will be undertaken before an appointment is confirmed.
The post will be based in Handale Primary School however, the Trust reserves the right to require you to work at other schools within the Trust. As part of Lingfield Education Trust, there are exciting opportunities to work across the Trust and for career progression.
Application packs are available from the school. Please email Mrs Rowe on office@handale.rac.sch.uk or phone the school to request an application pack on 01287 640416. All completed application packs must be returned directly to the school via email.
Visits to the school are encouraged and can be arranged by contacting the school.
Closing Date: 		Wednesday 15th February 2023
Interviews:  		Friday 17th February 2023
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