
	

[image: ]Edwinstree Middle School
A Voluntary Controlled Church of England School
Norfolk Road Buntingford, Hertfordshire, SG9 9AW

Urgently Required
Administration Assistant 
[bookmark: _GoBack]37hrs PW (Term Time Only)

Pay Scale: H3 (£16,947 - £17,276)


We are looking to appoint an experienced Assistant
to join our busy, friendly Administration Team.

· The successful candidate must be motivated, accurate, have competent IT skills and be experienced in the use of Microsoft Word and Excel.
· Previous experience of Sims, FMS, and other school based IT Systems would be an advantage.
· Your main responsibilities would include: General office administration and providing first aid support to students
· Discretion and confidentiality, strong communication, interpersonal skills and the ability to work under pressure are crucial 


Hertfordshire is committed to the protection and safety of children and
young people. The appointment is subject to an enhanced DBS check,
Satisfactory references and a medical check.

    


If you would like to find out more, please contact the School office
on 01763-271446 or email:  admin@edwinstree.herts.sch.uk


Closing date: 23/10/2020  
    Interviews: WB: 26/10/2020      
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