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NOR 737           11-16 Students
Admin Assistant/Receptionist

(Temporary in the first instance)

37 hours per week, term time only

Grade 2 SP 3 - 4 (£18,065 - £18,426 pro-rata)
We are looking to appoint an admin assistant to work full time, term-time only (plus additional days during the school holidays if required), in our busy school office.
Experience of similar type of work, excellent organisational, interpersonal and communication skills with both adults and children alike are required.

If you are interested in this post, please contact the school for further details and an application form.

Further details and an application form are available from the school office and are also available on the school website www.fbec.co.uk following the link to Vacancies.

For an informal discussion please contact Louise Edgar, Finance Director at the college.

Closing date: 12 noon 30th March 2020 
( The College is committed to safeguarding and promoting the welfare of children and young people and to this end any offer of employment will be subject to receipt of a satisfactory DBS Enhanced Disclosure.         
‘The Eden Learning Trust is an Equal Opportunities Employer.  We want to develop a more diverse workforce and we positively welcome applications from all sections of the community’
(( Applicants with disabilities will be invited for interview if the essential job criteria are met.
