CHILDREN, ADULTS AND HEALTH 
Receptionist (17 hpw, Term Time Only)
(Jarrow School)

£19,171 pa pro rata 

Required for 20 April 2020
Work pattern: Monday to Thursday 1pm – 4.30pm and Friday 1pm – 4pm

A unique opportunity has arisen for a well-spoken-and highly organised person with excellent communication skills to join our Reception Team.  This role will involve switchboard operation, administration including typing of reports and correspondence, dealing with post and deliveries, data entry and the booking of meeting and ICT rooms. 

The successful candidate will be the main point of contact for visitors and must be committed to the support and development of young people.  

Staff well-being is high priority at Jarrow School and achieving a good work/life balance is an area of real importance to us.

South Tyneside Council and Jarrow School are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  We expect all staff and volunteers to share this commitment and an Enhanced Disclosure and Barring Service (DBS) disclosure will be sought along with other relevant pre-employment checks.
Application forms and information are available from and returnable to the Head’s PA by email - headspa@jarrowschool.com or Telephone: (0191) 428 3200.  Information is also available for download from the school website: www.jarrowschool.com   Application forms are to be returned to the school by Noon on Thursday 23 January 2020.   
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