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	Bringsty ~ WORCESTER ~ WR6 5TD

01885 483238

Email:office@brockhampton.hereford.sch.uk

	Headteacher: Mr Matthew Mander


Receptionist / Administration Assistant
Part-Time: 24 hours per week, term time only
Salary: £18,887 - £19,264 FTE (Grade HC3)
Brockhampton is a one form entry school situated on the edge of the stunning Bromyard Downs, overlooking the town of Bromyard. We are committed to providing the highest standards of Teaching and Learning.  We place children and their needs at the heart of everything we do. We are ambitious for the success of all and seek to inspire a life-long love of learning.

This is an exciting time for our school and a perfect opportunity for a committed, enthusiastic and motivated Receptionist / Administrative Assistant to join our team. We are seeking to appoint an individual to provide reception and administrative support to the school

The successful candidate will:

· Provide a friendly and helpful “Front of House” service. 

· Provide an effective communication service throughout the school to pupils, staff, parents, governors and visitors.
· Answer the telephone efficiently and in a courteous manner dealing with all enquiries appropriately. 

· Ensure that Reception is sufficiently manned at all times ensuring that all confidential information and documentation is handled appropriately.
· Be organised and have high expectations of themselves and others

· Have the ability to work effectively in a team

· Have the desire and ability to make a difference

Brockhampton can offer:

· Happy, friendly children who enjoy coming to school

· Supportive and committed staff and parents

· A commitment to providing high quality professional development

· An extensive outdoor learning environment

Visits to the school are strongly encouraged.  You will be assured of a warm welcome from the Head Teacher, children and staff.  Please telephone the school office to arrange an appointment to see us in action.  Application forms and further details are available by phone: 01885 483238; email: office@brockhampton.hereford.sch.uk or school website: www.brockhamptonprimaryschool.co.uk
Closing Date for Applications:  Friday 20th May 2022
Interview Date:  To be confirmed
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All vacancies that involve working with vulnerable adults and/or children will be subject to a Disclosure and Barring Service check at Enhanced Level, along with other standard pre-employment checks. 
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