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Galiema Amien - Cloete, Executive Head Teacher and

Linda Hillier, Head of School seek to employ someone for the following post:

Administrative Assistant, including receptionist clerical and finance support 
(Grade 5 - FTE £23,211 - £ 26,298)
 36 HOURS PER WEEK (41 weeks per year)
Start Date: 1st February 2020 or sooner 

This post is exempt from the 

Rehabilitation of Offenders Act 1974

                                                                            We can offer:

A friendly, supportive team, who are enthusiastic and committed to ensuring all pupils make good progress;
Excellent level of support and resources across the federation;

Well behaved children who are eager to learn;
Professional learning opportunities;

Access to our wellbeing service;

Good transport links
         Are you:
· Approachable, assertive, ambitious and enjoy being around children
· Able to multitask and manage your time efficiently
· Able to promote and develop positive, professional relationships with staff, pupils and parents 
· Able to work effectively as part of the existing team to promote good outcomes for all children

· Proactive - do you show initiative in your current role
· Able to work collaboratively as well as independently as appropriate
· Able to communicate effectively via the various channels – e-mails, calls and in person

                                                                   Do you:
· Have a good understanding and experience of working in a school office and have the ability to work under pressure and meet deadlines (essential)
· Have finance experience as well as front office experience (essential)
· Proficient in the use of Sage (strongly desirable)
If so, our application form can be found on our website under vacancies. Kindly ensure you address the above candidate requirements when completing the application form
Closing date for applications & shortlisting: Friday 3rd January 2010 at 12 noon. 

Interviews will be held during the week of the 6th of January 2020
Visits are encouraged and can be booked via e-mail: to Carrie Lucas on office@dkh.southwark.sch.uk

As part of Southwark’s commitment to safeguarding and promoting the welfare of children and young people, all employees employed within schools are required to undergo an enhanced DBS check.

