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LADBROOKE JMI SCHOOL
Work Together, Achieve Together
Watkins Rise

Potters Bar

Hertfordshire

EN6 1QB

01707 652 882

admin@ladbrooke.herts.sch.uk

December 2018

Dear Prospective Applicant

Thank you for your interest in the post of Office Assistant our school.   The post is for 20hrs per week, but the hours and days will be flexible and discussed with the successful candidate   

The person specification contains the criteria that the selection panel will use in the selection process. Should you choose to include a covering letter, please ensure that it does not exceed two sides of A4 as the HCC Person Specification Form should be used to identify your suitability for the post. 

When completing the application form please follow these guidelines:

· You may choose to provide your details by hand or use a computer, but please complete all sections in black ink.
· Please submit only the application form, person specification form and supporting letter.  Do not submit a CV instead of an application form.

· Should you choose to e-mail your application, please ensure it is marked Confidential.

· Whatever your method of application, please ensure that it arrives no later than noon on Monday 7th January.  It is our intention to hold interviews on Friday 11th January
Please return your completed application marked confidential to:

Tracey Webster

Ladbrooke JMI School

Watkins Rise

Potters Bar

Herts

EN6 1QB
Or e-mail to: admin@ladbrooke.herts.sch.uk or apply online: www.teachinherts.com
Visits to the school are warmly encouraged.  Please contact the school office to arrange a mutually convenient time.

Yours sincerely
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Miss T A Webster

Headteacher
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