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Saint Edmund Arrowsmith
CATHOLIC HIGH SCHOOL



THE PRESCOT SCHOOL

KNOWSLEY PARK LANE

PRESCOT

MERSEYSIDE    L34 3NB

Head of School: Mrs G Cousineau

Telephone: 0151 477 8680 

Website: www.prescotschool.org.uk
Email: info@prescotschool.org.uk
School Receptionist / Administrator
Admin 2 / SCP 7-11

Salary:   £17,783 - £19,745

36 hours per week / Term time plus three weeks (Fixed term for 1 year)

To commence as soon as possible 

The Governing Body are seeking to appoint a receptionist/administrator. The successful candidate will work as part of a team providing reception and administrative support to the school under the instruction / guidance of the Office Manager.   
The role is primarily to assist the Office Manager with reception and administrative duties throughout all aspects of the school. The role will suit any candidate wanting to find a good basis for a career and who is keen to engage in support skills working towards more responsibility and knowledge.  There will be the opportunity for training and development for this role.   

All information about the post and relevant documentation is available under vacancies on our website – www.prescotschool.org.uk     If you have any questions, please do not hesitate to contact Mr S Mawdsley  (Director of Support Services) on Telephone: 0151 477 8680 or via E-mail: SMawdsley@prescotschool.org.uk
Please complete a letter of interest together with a job application form, Equal Opportunities form and Self-disclosure form and forward to the following email account – SMawdsley@prescotschool.org.uk
The Prescot School is committed to safeguarding, to promoting the welfare of children and adhering to the Equality Act 2010. The successful candidate will be required to undertake an enhanced Disclosure and Barring Service check. To comply with the Asylum and Immigration Act 1996 all prospective employees will be required to supply evidence of eligibility to work in the UK.

Closing date:
Friday 1st October 2021 @ 12noon

Interviews:
Week beginning Monday 4th October 2021
