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RHOSNESNI HIGH SCHOOL
Rhosnesni Lane

Wrexham

LL13 9ET

Head teacher
Mr N D Harrison BA (Hons), M.A., NPQH

	RHOSNESNI HIGH SCHOOL

RECEPTIONIST / CLERK

ADMINISTRATION & ORGANISATION LEVEL 2

GRADE LO4 - 21 hours (3 days)
Term Time Only with No Term Time Leave 

	An opportunity has arisen to join our busy administrative/business team at 
Rhosnesni High School.

We are looking to appoint an experienced Receptionist/Clerk to deliver exceptional first point services to both visitors and pupils and provide general administrative support to the school.

The ideal candidate will have;

· An approachable, calm and friendly personality

· Excellent communication skills 

· A reliable and mature approach

· Proven administrative and ICT skills.  

· The ability to multitask within a busy front of house environment.

· Good literacy and numeracy skills
· Experience in administering First Aid or the willingness to undertake professional training

Please contact Mrs Suzanne Blackshaw, Business Manager for further information. To apply please complete the WCBC application form attached accompanied by a letter of support.

Applications to be returned directly to The Business Manager, Rhosnesni High School, Rhosnesni Lane, Wrexham, LL13 9ET by no later than 25th September 2017.

Application packs are available from:

Human Resources Service Centre, Guildhall, Wrexham, LL11 1AY. Tel: 01978 297403.  E-mail: schoolshrservicecentre@wrexham.gov.uk
Wrexham Council welcomes applications from suitably qualified candidates regardless of race, gender, disability, sexuality, religious belief or age


	CLOSING DATE : Monday 25th September 2017
INTERVIEWS: TBC



