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Office Manager Abbotsweld Primary Academy, Harlow
Office Manager
Salary:  £20,723 FTE

Working hours: 39.5 hours per week  

Closing Date: Mid-day Friday 4th August 2017
Interview Date: Week commencing 9th and 10th August 2017
Start date: 4th September 2017
We are looking to appoint an experienced and highly efficient Office Manager.  The role would suit a proactive individual who would enjoy the challenge of working in a busy school environment.  

In this key role you will be responsible for a team and will be pivotal in the effective and smooth running of the school.  Previous experience of running a busy office and SIMs is desirable.  Applicants will need to demonstrate strong skills in both finance and secretarial duties. This position deals with a wide variety of people and therefore requires good communication and interpersonal skills.  We are looking for a highly motivated individual who has the drive and passion to make a difference in our Academy. The successful candidate will need to be organised, with good time management and a high level of computer literacy. 

NET Academies Trust is dedicated to leading and promoting best practice in education. We would like to hear from you if you share our vision, values and enthusiasm. We are very happy to talk about the post informally if you require more information.

Your completed application form should be submitted electronically to operationsmanager.harlow.@netacademies.net or by post to Latton Green Primary Academy, Riddings Lane, Harlow, Essex, CM18 7HT.

In compliance with Safer Recruitment guidelines, CVs cannot be accepted. We are fully committed to safeguarding and promoting the welfare of children and the successful candidate will be expected to undertake the appropriate checks including an enhanced DBS check. 

Due to the high level of applications we receive, if you have not heard from us within 10 working days of the vacancy closing date please assume your application has not been successful on this occasion. 

