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Colin Grundy Drive, Hamilton, Leicester, LE5 1GA
    Telephone:  0116 2744 500    
                        www.gateway.ac.ukwww.gateway.ac.uk

	Gateway College is a vibrant, multicultural sixth form college catering for around 1,300 students.  In April 2020, Gateway joined the Better Futures Multi Academy Trust (BFMAT).  The following opportunity exists to join a strong staff team based at our campus in Hamilton, Leicester. 

Human Resources Assistant (Ref: 24/01)
30 hours per week, term time only (working pattern negotiable)
Actual salary:  £16,162 - £17,628

An approachable and friendly person is required to provide a high standard of administrative support to the HR function. 

The successful candidate should be well organised and have the skill to prioritise workload and meet tight deadlines.  You should be sensitive and caring and understand the importance of confidentiality.

Duties will include processing Disclosure & Barring Service forms, inputting data, assisting with the recruitment and selection process and minuting meetings.   A polite and professional telephone manner is essential as some Reception cover is required.

Closing date:  	Monday 22nd January 2024 
Interview date:	Monday 29th January 2024	
Further details and an application pack can be obtained from www.gateway.ac.uk or Teaching and education jobs in LE5 1GA | Tes.
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