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VACANCY
PERSONAL ASSISTANT 
TO THE HEADTEACHER

Location:
Shoeburyness High School

Salary:
LGS Level 7 Points 21-27 (£25,801-££30,507) pro rata 
Contract: 
37 hours per week, 46 weeks per year
We are looking to appoint an enthusiastic and experienced Personal Assistant to work in our large, busy school.

Shoeburyness High School has a roll of 1750 students and over 200 staff. We have a strong reputation as a positive and inclusive organisation within which to work and study. We are proud to be a member of the Southend East Community Academy Trust (SECAT) and as such we work very closely with our colleagues in the three primaries, one junior and one infant school. 

We are committed to building excellent relationships with our SECAT colleagues, wider school community and Local Authority and as such excellent customer service and interpersonal skills are required for this key post.

The successful applicant must be flexible, show initiative and discretion with an excellent understanding of handling sensitive and confidential information. Applicants must be computer literate and proficient in the use of Microsoft Office applications. 

As part of SECAT we offer excellent CPD opportunities and support through our network of experienced professionals and access to the Local Government Pension Scheme. Applications are invited from candidates who have excellent administrative and interpersonal skills, with strong attention to detail and the dedication and enthusiasm to be part of a thoroughly committed team. 

For further information and an application form please email HR at hr@shoeburyness.southend.sch.uk 
Shoeburyness High School has a commitment to safeguarding and promoting the welfare of children. All appointments are subject to an enhanced DBS check, medical health check and satisfactory references.  We are an equal opportunities employer.
Closing Date: Monday 9th March 2020 noon

Shortlisting Date: Tuesday 10th March 2020

Interviews will take place: Tuesday 17th March 2020
