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NOTRE DAME HIGH SCHOOL

SHEFFIELD

11-18 Mixed Catholic Comprehensive School

Administration Assistant – Open Learning Centre 
(Part Time/Fixed Term until 31st August 2019)

This is a varied post which will involve working both with students and staff in a busy school environment.

Normal hours of work will be as follows:-

Monday and Tuesday:  8am to 5pm, Wednesday 8am – 12.30pm 

This post would suit someone who enjoys variety in their work and who likes to work with young people. The Open Learning Centre was created to ensure that children could learn from 8am through to 5pm in a welcoming and supervised environment. The successful candidate will run the Open Learning Centre administrative systems, maintain the Centre as a vibrant workplace by deciding on books and displays, supervise students to maintain a working environment, help students with their learning and work with Departments on maintaining good resources.

No previous Librarian experience is needed, but the successful candidate must be flexible, hardworking and have good people skills.  You should possess effective communication skills, have a pleasant personality and be able to adapt to different working environments.

The Department 
The department consists of a team of three. Two members of staff job-share and the third member of staff works part-time throughout the week. The team have excellent systems in place to ensure that information is relayed between the team smoothly and accurately.
The Curriculum

The OLC staff work well with the rest of the staff to provide a variety of curriculum activities. They support subject specific activities; help students who have special needs through activities like paired reading; support students with examinations and careers as well as giving personal and individualised help.  

About the school

Notre Dame is a Catholic school with a strong ethos at its heart. All staff are expected to uphold and contribute to the ethos of the school, which is what makes it a special place to work.

The ability and enthusiasm to contribute to extra-curricular activities in school would be an advantage.

Please state clearly any other subjects offered.

Notre Dame High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This post has a high level of responsibility for safeguarding and promoting the welfare of children and young people.
The closing date for receipt of completed applications is: Friday 9th February 2018 at 12 noon
Interview Date: Monday 26th February 2018

Notre Dame High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  The successful candidate will be required to complete an Enhanced DBS Check.
