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Clerical Assistant / Receptionist
37 Hours per week (term time only plus 1 day)
King Edward VI High School is part of the Walton Multi Academy Trust and is a mixed, fully comprehensive, 11 – 18 High school with over 600 pupils and each individual is inspired and supported to achieve their potential and “Be the best they can be”.

Governors wish to appoint a friendly, motivated and organised individual to join our administration team. The successful candidate will work within a team of administrators to provide a comprehensive clerical support within the school.

The successful candidate will be helpful and proactive with a willingness to work flexibly to meet the needs of the team. Strong interpersonal and organisational skills are essential to this role, as well as competent IT skills and accurate attention to detail. Experience of working in an office environment and knowledge of school database systems would be advantageous.  For suitable candidates first aid training will be provided.

The Role
Salary: £21,189 
[bookmark: _GoBack](£18,451 per annum, pro rata, actual salary)

37 hours per week:	8.00 am – 4.00 pm, Monday – Thursday
				8.00 am – 3.30 pm, Friday 

Term Time and inset days only plus 1 day in the summer holidays 

Please email applications@kevi.org.uk for an application pack.  

Closing date: Monday 9th October 2023 at 9.00 am

King Edward VI High School is committed to safeguarding and promoting the welfare of children and expect all staff and to share this commitment. 

The successful candidate will be subject to all necessary pre-employment checks, including: an enhanced DBS; Prohibition check; qualifications medical fitness; identity and right to work.  All applicants will be required to provide two suitable references.

An online search will also be carried out as part of due diligence on all short-listed candidates.	
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