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Parkhead Community Primary School


Job Title
Administration Assistant

Group
Learning & Children

Location
Parkhead Community Primary School

Grade/Salary Grade B | SCP: 7-9  £12,291 - £13,062 - Pro Rata Term Time Only + 2 weeks

Working Option    Part Time 15 hours

Job Status
Permanent

Description
15hrs per week with a view to increase the hours in the future

The Governing Body of Parkhead Community Primary School seeks to appoint a dedicated administration assistant to join our happy, thriving school. You will provide a high level of customer service to parents, staff and children. Dealing with people via telephone, e-mail and in person continuing to promote our warm, welcoming and friendly atmosphere at school whilst ensuring a high quality service is met. You will care about improving children’s experiences and be motivated to make a difference to their lives by supporting the school’s vision and ethos.

Our school has a strong ICT vision and all our systems are computerised. The candidate must be confident using ICT and be prepared to adopt and promote a paperless environment. You will update computerised records as part of the role to ensure a high level of accuracy is maintained and data reports are produced as and when required. You will be called upon to undertake general financial administration to comply with financial requirements including the handling of petty cash and/or equivalent when required. Other responsibilities such as reception duties, medical record responsibility, filing, photocopying and deliveries around the school site also form the basis of this role. 

You must have experience of using office-based software packages e.g. Microsoft. It is also essential that you have experience of general administration procedures, using computer information systems and of prioritising workloads and working to tight deadlines.

If successful you will have to apply for an enhanced Disclosure.

Contact
Application Forms are available Please email ParkheadCommunityPrimarySchool@gateshead.gov.uk for an application pack or visit our website for an application form and further information. www.Parkheadprimary.org You can also apply online using the Jobshop service on the Gateshead council website.

Closing Date
14 November 2008 12:00 Noon

Ref
I/LCSC1891










Park Lane, Winlaton, Blaydon-on-Tyne, Tyne and Wear  NE21 6LT

Tel: 0191 4335618

e-mail:    parkheadcommunityprimaryschool@gateshead.gov.uk
www.parkheadprimary.org

