Greenford is committed to safeguarding and promoting the welfare of children and young people.  Successful applicants will undergo reference checks with previous employers and a criminal record check with the Criminal Records Bureau. Greenford High School is a highly diverse community, and it is very important to us that the profile of our staff group matches that of our students. We therefore welcome applications from candidates from a wide range of backgrounds.
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Lady Margaret Road, Southall, Middlesex, UB1 2GU
Headteacher: Mrs M. Pye B.A. (Hons) M.A. Ed
NOR: 1800; 550 Post 16.
Receptionist /Administrator
Starting Date:  ASAP
Starting salary: £23,093 - £24,244
Hours: 35hrs per week
Closing Date for application: Thursday 28th September 2023 (3.00 pm)


This is an exciting opportunity to join the admin team in a large and successful secondary school.  We are looking for a colleague with a range and depth of experience to provide administrative support in a number of areas.  We are looking for a well-organised, dedicated, friendly and enthusiastic person to join our team.  Experience of using SIMS, or an ability to learn ICT systems rapidly is needed.  Please refer to the Job Description and Person Specification for a full list of the skills and qualities required.	

We offer:

· Greenford High School has a long history of offering excellent CPD programmes, collaboration with other schools, personalised coaching and an outstanding record of career progression
· Excellent modern facilities and interactive technology in a well-resourced, new school. 
· Good CPD opportunities
· Other benefits include: an outstanding record of staff achieving promotion; guaranteed car parking spaces and bicycle storage; an excellent library; access to sporting facilities and a fitness gym; Workplace Options scheme providing advice and support; staff social events and well-being sessions

Candidates will need to complete an application form and write a brief letter on why they are the right candidate for this post.  Details of the post can be found at www.greenford.ealing.sch.uk.  Completed applications should be emailed to 
Dawn Druce at jobs@greenford.ealing.sch.uk
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