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PART-TIME RECEPTIONIST

Hours of work 8am – 1:45pm Monday - Friday
Permanent post (term time plus 4 weeks)
Salary Grade 1B point 3-4 (£19,183) £14,221 actual – after pro rata
The Governors of this small friendly high school are looking to appoint an intelligent and committed Receptionist to join our dynamic, caring and helpful administrative and student support team.   
The Reception and support team provide a warm welcome to all visitors to the school and also provide student support and administrative support across school.  You will be a key member of this team and will have effective and efficient organisational skills; diplomacy and discretion; and the ability to work under pressure with a positive demeanour and approach.  Reception is a busy area – you will need to be able to multi-task and prioritise, whilst remaining calm and professional; the Face of All Hallows.

The postholder will be of smart appearance with proven and demonstrable reception / office experience, and with the ability to prioritise workload and communicate effectively at all levels. A strong command of accurate written English Language skills are essential alongside highly developed word processing and office ICT skills. Flexibility in approach will also be required.  


The successful candidate must be willing to uphold the Catholic ethos and policies of the school. 


Application packs returnable to Ms G Perkins at the school.  Please e-mail gemma.perkins@salford.gov.uk.
The closing date for applications is. 12pm noon Thursday 7th October 2021
All Hallows RC High School is committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  The post is subject to an enhanced DBS disclosure.
 ALL HALLOWS RC HIGH SCHOOL





150 Eccles Old Road, Salford, M6 8AA


Tel:  0161 921 1900


(11 – 16 roll 679)














