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KELLOE PRIMARY SCHOOL, Front Street, Durham, DH6 4PG
Administration Assistant
Band 6 – Spinal Column Points 6 – 7. 26.5 hours per week. Term time only. Annual Salary £14,404.08 - £14,645.83 (pay award pending).  A working schedule of 8.30am – 4.00pm Monday to Wednesday (with a 30 minute unpaid lunch break), and 8.30am – 2.00pm on a Thursday.
Kelloe Primary School wishes to appoint a suitably experienced and enthusiastic Administration Assistant to join the office team, at the heart of a friendly and welcoming school. The successful candidate will be an experienced administrator, who will work alongside a strong and committed school and trust central team and will benefit from the wider professional opportunities available of working for Ad Astra Academy Trust.  This position will commence as soon as possible.

The successful candidate will work under the direction and guidance of the School Business Manager.

Candidates will have previous administration experience and will be able to demonstrate initiative along with good organisational and IT skills, including use of MS Office. Candidates will need to demonstrate the ability to communicate with a range of people, including pupils.

Candidates should be suitably qualified and experienced and meet the criteria detailed on the person specification.   

For an informal discussion about this role, please contact Paul Newton, Executive Headteacher on 0191 377 0275 or via paul.newton@adastraacademytrust.com
Closing date for receipt of applications is 9am, Tuesday 5th November 2024 
Interviews will be held on Friday 8th November 2024
Kelloe Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. As such the successful candidate will be required to undergo an enhanced DBS check.

This post is exempt under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020).
Requesting an application form

Application forms and further details are available via the Ad Astra website site:

http://www.adastraacademytrust.com/careers/ 
Completed application forms to be emailed to recruitment@adastraacademytrust.com
Candidates must only apply using the application form provided; CV’s will not be accepted.
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