School Receptionist
Star Primary School

Star Lane, Canning Town, London, E16 4NH

Tel: 020 7476 5336

Fax: 020 7473 6522

Website: www.star.newham.sch.uk

Number on roll: 701
Required for September 2017 or sooner

Scale 3 – Scale 4 pt 14-21 DOE £18,657 - £21,984 (Pro Rata)

Term time only plus 2 weeks. (41 weeks)

Star Primary is a thriving 3 form entry school with Nursery which is going from strength to strength. The school serves a diverse community with pupils from multi-cultural backgrounds. There is a very strong leadership team within the school.
This is an exceptional opportunity to become part of the administration team as a receptionist and to provide effective and efficient admin support to the school. Star is a successful and popular school, with enthusiastic children, committed staff, dedicated governors and supportive parents.

The Successful applicant will be:

· outgoing, approachable and vibrant, whilst being sensitive to the needs of the community we serve
· committed to working with children and their families in a supportive and professional way within an educational setting
· pro-active, solution-focussed and resilient to the day-to-day challenges the post will bring
· well-organised and creative, with excellent written and verbal communication skills
· previous experience of working in a school environment desirable but not essential.
The school is committed to professional development and equality for all staff and will provide a high level of induction and training for new staff members. 

Visits to the school are warmly invited. Please make an appointment through the school office. 

Application forms are available from the school website directly or on Jobs go Public website.
Closing Date: 16th June 2016 at Midday.

The school is committed to safeguarding and promoting the welfare of children. All posts are subject to pre-employment checks, references will be sought and successful candidates will need to undertake an enhanced DBS check.
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