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Rawlins – inspiring learning for life
Administrative Assistant
Grade 5: Actual salary £10,918 pa
Start date: As soon as possible

30 hours per week
39 weeks per year (term-time plus one additional week)

[bookmark: _GoBack]Rawlins has a permanent vacancy for an experienced Admin Assistant. The postholder will work as part of proactive administrative teams across the school, including the school admin team, reception team, finance team and the SEND (Special Educational Needs and Disability) admin team. 

Closing date: Monday 5 February 2018 at 12 noon
Interviews: We aim to interview in the week ending Friday 9 February 2018

Application packs are available from the academy website: www.rawlinsacademy.org.uk – About Us – Vacancies.  Applications will only be accepted on the form provided.  CVs or other forms of application cannot be considered.
The Rawlins Way
We respect and care for each other
We work hard to learn and to achieve
We face challenges positively together



Rawlins is committed to safeguarding and promoting the welfare of young people and requires all staff and volunteers to share this commitment. 
This post is subject to an Enhanced Disclosure and Barring Service check
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