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Upton Park Road
Forest Gate

London E7 8JY
Tel: 020 8472 1062
Email: info@elmhurst.newham.sch.uk
Headteacher: Mr S. Ahmed
London North East Maths Hub Co-ordinator
Temporary contract for one year (possibility of permanent role) 
35 hours per week, term time only – Scale 5 £22,956 per annum
This exciting role is to support and co-ordinate the work of the London North East Maths Hub, one of only 35 national maths hubs appointed by the DfE to disseminate excellent maths practice. The successful candidate will be based at Elmhurst Primary School, an outstanding school in Forest Gate that is part of the New Vision Trust. The co-ordinator will join a well-established and friendly office team and work closely with the Maths Hub leadership team.
The successful candidate will demonstrate the following qualities: 
· Excellent communication and interpersonal skills
· A professional manner and high level of presentation
· Advanced IT skills including experience of MS word, Office and Excel 

· The ability to work in an organised way and to be able to prioritise a busy and varied workload

· Ability to show initiative 

· Ability to understand financial and business management 
An enhanced DBS check is required before taking up the appointment.

Closing date: 10th December 2018
Tasks and interview: 14th December 2018
Start date: As soon as possible

Application form and further details can be found on www.jobsgopublic.com 

The Schools in this Authority are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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Personal Specification
	Job Title:

Admin Assistant
	Department:

Primary and Nursery Schools



	Division/Section:
Elmhurst Primary School

	Job Number:

	Grade: 5


	Date last updated: November 2018



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

The ability to undertake a wide range of administrative tasks using set procedures. The post holder should have a sound knowledge of Ms word, office, Excel and Publisher. 

	Application Form/ Interview/ Certificate/Test (delete as applicable)




	QUALIFICATIONS:
A high standard of literacy and IT skills.


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	EXPERIENCE:
Experience is essential in all admin tasks and responsibilities, sufficient for the post holder to work with minimum supervision and be able to confidently supervise the work of less experienced staff.


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	SKILLS AND ABILITIES:
High level numeracy/literacy and IT skills essential.
High level communication skills.


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	PERSONAL STYLE AND BEHAVIOUR:

Ability to relate effectively with colleagues, parents and children with a good standard of interpersonal skills and confidence.

A positive approach is essential and an ability to exercise confidentiality and discretion of sensitive matters.


	Application Form/ Interview/ Certificate/Test (delete as applicable)


