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Employer:		Padgate Academy
Start Date:		As soon as Possible
Contract:	Permanent 

Hours: 	25 hours per week, Term Time Only plus 2 INSET days
(total of 38.4 weeks per annum) Monday – Friday 8.30 – 1.30pm

Pay Range:		Grade 4 – SCP 6 to 7 £20,043 to £20,444 full time equivalent
Actual Salary - £11,646 to £13,378

Padgate Academy is a member of the Warrington-based multi-academy trust “The Challenge Academy Trust” and is on a journey to becoming a truly exceptional school for the community it serves. 

The school is building strong momentum and has recently seen a sharp rise in standards. To continue this trajectory, we need the best leaders for our students.

We are looking to appoint a Clerical Administrator on a permanent basis.  The post holder will work as part of the school office team.  They will provide efficient and effective administration and reception support to teachers and support staff.  The post holder will fully subscribe to the vision and values of the school.  

Attributes essential for the post include, the ability to relate to students; teachers; other professionals and parents/carers and the ability to work within a team and on their own initiative.  It is essential that the successful candidate is able to communicate clearly to students and staff in a calm and respectful manner, be reliable and trustworthy work within the Academy’s policies and procedures.  The successful candidate will also be required to provide First Aid on a rota basis as and when required, full training will be provided if required.

Applications will be considered from candidates who wish to apply for this role on a job share basis.  Padgate Academy is committed to safeguarding and promoting the welfare of children.  Successful applicants will be subject to an enhanced Disclosure from the Disclosure and Barring Service (DBS).  Applications will only be considered when submitted on a fully completed application form.  All applicants will be considered on the basis of suitability for the post regardless of age, sex, race or disability.

To apply please e-mail jobs@padgateacademy.co.uk for an application form, job description and Person Specification.

Closing date:		Thursday 14th July 2022 
[bookmark: _GoBack]Interviews:		Thursday 21st July 2022
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