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 Saltburn Learning Campus, Marske Mill Lane, Saltburn-by-Sea
 Cleveland, TS12 1HJ,

Tel 01287 621010 Fax 01287 621011. Email enquiries@slc.rac.sch.uk
School Receptionist 
              19 hours Term Time Only plus 5 PD days

                                      Permanent 
Grade A+ scale point 1-2 £7,739.9 - £7,892.5 actual salary 
Working hours: Wed 12noon-4pm, Thurs and Fri 8am-4pm 

As soon as possible
The governing body are seeking to appoint a high performing, enthusiastic and committed individual to join a strong team of administrative staff to provide general reception duties within the campus.  
The main duties will include meeting and greeting visitors, answering incoming phone calls, using EntrySign software to ensure an efficient and professional experience, dealing with and reporting any issues that arise and making sure the reception area is kept clean and tidy.
The successful candidate will be:
· A strong communicator

· Self-motivated
· Able to prioritise and adapt a flexible approach to working
· Have competent IT skills
And ideally:

· Have previous experience of working in a school setting/reception
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  Safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed.  This post is subject to an enhanced Disclosure and Barring Service (DBS) check and a 6 month probationary period.
Please email enquiries@slc.rac.sch.uk for an application pack or call the campus main office on 01287 621010.
Closing date:   Wednesday 25th September 2018 9.00am                                                                            
Interview date: TBC
 At Saltburn Learning Campus we uphold and promote the ethos that we are all learners, always learning and embody our learner values and foster this in all we do.
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