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Administration and Organisation Assistant Level 2
Grade 5 - 35 hours per week
Required from 2 June 2025

The Governors of The Federation of Guardian Angels’ and Our Lady of Lourdes RCPS’ are seeking to appoint an organised, enthusiastic and highly motivated Administration and Organisation Assistant Level 2 for 35 hours per week.

The successful candidate will:
· have experience of working in a school office 
· have completed the relevant level 2 qualifications
· have excellent communication and organisational skills
· be a committed team player 

We can offer you:
· delightful and happy children
· a dedicated staff who are supportive of one another
· committed and supportive governors
· a school with an excellent reputation and an outstanding Catholic culture
· a clear commitment to continuing professional development

Applications should be addressed to Mrs J.A.Ensor, School Business Manager at Guardian Angels RCPS Leigh Lane Bury BL8 2RH and sent by email to: J.ensor@bury.gov.uk 

Closing date for applications: Noon on 22 April 2025

Shortlisting: 23 April 2025

Interviews: 25 April 2025 (School will adhere to the latest Government guidelines in relation to keeping safe)
 
The school is committed to Safeguarding and promoting the welfare and safety of children and young people and expects all staff and volunteers to share this commitment. All posts are subject to pre-employment checks, references and an enhanced DBS check.
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