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                                                 A Voluntary Academy 
‘We learn and pray, in faith and love’   

Administrator/Receptionist Required – Permanent Position

Job Type: 		Administrator/Receptionist
Salary Grade: 		NJC Pay Scales Grade 4 
Working Pattern: 	Part Time
Working Hours: 	16 hours per week (Thursday & Friday only), term-time only (plus INSET days)
School Address:	St Kentigern’s RC Primary School, Bethnall Drive, Fallowfield, M14 7ED
Contract Type: 		Permanent
DBS Check Required:	Yes
Qualifications 
Required:		Essential:  GCSE minimum Grade 4 or equivalent 
			 
Closing date: 		Monday 28th April 2025 at 9.00 a.m.
Interview Date: 		Wednesday 30th April 2025
Application forms available from the schools’ website https://www.st-kentigerns.manchester.sch.uk. 

To apply, please send the completed application pack to Jan Clarke (School Business Manager) at recruitment@st-kentigerns.manchester.sch.uk.  Please note that school is closed for Easter from 17th April to 27th April.


The Governors of this outstanding, Roman Catholic school are looking to appoint a highly organised individual to join our School Office team and provide administrative support to the school.


The successful person will join our School Office team and will have the following experience:

· Someone with experience of working in an administrative support environment.
· Someone who will fit well within our school family and demonstrates our core values of respect, inclusion and growth
· Someone with the ability to adapt to challenging situations and respond appropriately using negotiation and influencing skills to achieve objectives
· Someone with excellent oral and written communication skills and the ability to establish and maintain good working relationships.
· Someone with excellent team-working skills 
· Strong literacy and numeracy ability (a minimum grade 4 at GCSE)



The successful candidate will:

· Be a practising catholic or willing to support the catholic ethos of the school
· Be enthusiastic, caring, energetic and self-motivated.
· Be prepared to work collaboratively with our experienced and highly skilled staff
· Have numeracy/literacy skills at GCSE level 4 or above
· Have excellent behaviour management skills



We can offer you:

· A deeply supportive Senior Leadership and staff team
· Staff who take pride in the family atmosphere at our school
· Enthusiastic and talented children who are keen to learn
· Opportunities to develop your skills and the chance to make a difference
· An Ofsted Outstanding school
· Training and support

Completed application forms should be returned to the school marked for the attention of Mrs J Clarke or emailed to recruitment@st-kentigerns.manchester.sch.uk
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