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	Stanborough School

A Mathematics and Computing Academy
Welwyn Garden City
Headteacher:  Mrs M John
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www.stanborough.herts.sch.uk
HEADTEACHER’S PA

Required February 2019 

37 hours per week, Term Time plus 10 days

H 6 - 7 depending on experience

(£21,693 - £26,470) + £597 fringe pro rata

We require a highly organised and flexible Personal Assistant to work for the Headteacher at this popular and oversubscribed comprehensive school.  The core hours of work are 8 a.m. to 4 p.m. Monday to Thursday and 8 a.m. to 3.30 p.m. on Friday.
The successful candidate should possess excellent IT skills and knowledge of SIMS packages would be an advantage but not essential.   The duties will involve dealing with matters of a highly confidential nature.  You should possess good inter-personal skills and be able to work on your own initiative.   The ability to work under pressure and prioritise tasks will also be required. 

Further details, including a job description are available from the school or downloadable from the school website. 

Applications are invited by letter to the Headteacher, (no more than 2 sides of A4 paper), outlining how you meet the person specification together with a Stanborough Application Form:

Mrs M John, Headteacher, Stanborough School,

Lemsford Lane, Welwyn Garden City, AL8 6YR

Tel: 01707 321755

Email: sdelaney@stanborough.herts.sch.uk

Closing date:
 Monday 21st January at 1.00 p.m.

Stanborough School is committed to safeguarding and promoting the welfare of children and young people and expects staff to share this commitment.  All post holders are subject to a satisfactory Disclosure and Barring Service check (DBS).  The following policies are provided on the vacancies section of our website:  Policy for Safeguarding and Safer Recruitment and Retention Policy.
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