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Pope Paul Catholic Primary School, Potters Bar, Herts  EN6 2ES
Admin Assistant
Pay Grade: H2
16  hours a week

This is a part time permanent position.
Pope Paul is a welcoming, friendly and caring school, situated in pleasant surroundings in Potters Bar, with excellent transport links for Hertfordshire and London.

“A good school with outstanding personal development, behaviour and welfare.”
Ofsted June 2016
The successful candidate will :
· Be willing to support our Catholic Ethos
· Undertake office reception duties, act as first point of contact in response to telephone and face-to-face enquiries and sign in visitors
· Be able to carry out general office duties
· Have effective organisational skills
 We can offer:

· A commitment to development through training

· The opportunity to join our motivated staff team

· Enthusiastic, happy and well-behaved children 
· Committed and supportive Governors 

We welcome visits to our small community; please contact our Office Manager Mrs Lennox to make suitable arrangements.
Application forms and further information is available from the school office.

Telephone: 

01707 659755

Email: 

admin@popepaul.herts.sch.uk
Closing date:

Friday 1st October 2021
Interviews:               TBC
