GRINDON INFANT SCHOOL

Gleneagles Road, Sunderland, SR4 9QN

Tel: 
0191 553 6865

Fax:
0191 553 6871

Email:  grindon.infant@schools.sunderland.gov.uk

Head Teacher: Mrs A Charlton
School Business/Office Manager

Grade 6 (point 28-31- £24,472- £27,123 pro rata)

37 hours per week Term Time Only (39 weeks)

Required for December 2016
The Governors are seeking to appoint an enthusiastic and hardworking school business/office manager to organise and manage the administrative/financial needs of this school. 

This is an excellent opportunity for an outstanding business/office manager to become part of a whole school team, who are dedicated to improvement and progress.  
In return we can offer you a friendly, highly supportive atmosphere, enthusiastic children, a committed staff team and Governing Board to work alongside. 
The successful candidate will need to demonstrate: 
· Excellent communication and interpersonal skills.
· Considerable experience of managing a school office.
· Excellent financial management and ICT skills.
· The ability to play a senior role within the organisation of the school.
Prospective candidates are welcome to visit the school on Wednesday 2nd November 2016 at 2.30 pm.
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore will be subject to a DBS check from the Disclosure and Barring Service. 
Grindon Infant School safeguards and protects its students and staff by being committed to respond in accordance with Sunderland Local Safeguarding Board procedures.

Application Packs are available upon request by emailing grindon.infant@schools.sunderland.gov.uk Completed application forms should be returned to Grindon Infant School, Gleneagles Road, Grindon, Sunderland, SR4 9QN
Closing date:

10am on Monday 7th November 2016
Shortlisting: 

Monday 7th November 2016

Interview date: 
Friday 11th November 2016
