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Communications and Operations assistant, NET Academies Trust, Harlow
Salary: £18000 per annum 

Working hours: 37 hours a week, fixed term contract 
Start date: ASAP
NET Academies Trust Harlow seek a bright, dynamic and motivated individual to join our team.  The right candidate will be proactive with an interest in pursuing a promising career within the education sector.  You will be a great communicator who can promote the schools within our cluster via the website and social media, to ensure regular high quality positive engagement.  You will have good team working skills, excellent attention to detail, dedication and a willingness to succeed.  
This role will sit within the operations team and includes responsibilities such as: 

· Assist with administration related to HR, recruitment, procurement, policy and conversion.

· Compile a marketing calendar of events

· Produce a prospectus’ for each academies

· Maintain all academy websites

· Producing press releases

· Assist in the collating and presentation of data and take minutes at team meetings.

· Other duties dependent upon skills.
NET Academies Trust is dedicated to leading and promoting best practice in education. We would like to hear from you if you share our vision, values and enthusiasm. We are very happy to talk about the post informally if you require more information.

Your completed application form should be submitted electronically to operationsmanager.harlow.@netacademies.net or by post to Latton Green Academy, Riddings Lane, Harlow, Essex CM18 7HT.

In compliance with Safer Recruitment guidelines, CVs cannot be accepted. We are fully committed to safeguarding and promoting the welfare of children and the successful candidate will be expected to undertake the appropriate checks including an enhanced DBS check. 

Due to the high level of applications we receive, if you have not heard from us within 10 working days of the vacancy closing date please assume your application has not been successful on this occasion. 

Closing date: 3rd November 2017
Interviews are planned the week beginning 6th November 2017
