Clerical Officer - Reception (Dovedale Primary School)
Job title: Clerical Officer (Dovedale Primary School) 

Job Salary:  Grade 2   Point 10-15
Job Phase: Primary 

Type of Contract:  Temporary one year contract
NOR - 736
Hours: Term time only    8.00am – 4.30pm   (40 hours per week)
Start Date: Monday 3rd September 2018
Location: Liverpool 

Closing Date: Friday 22nd June 2018
About our school

Dovedale is a 4 form entry school in the heart of the Mossley Hill community. We are a highly popular and successful school who serves a highly diverse community. 
About the Role

We are looking to appoint a clerical officer who will be based on our reception desk to be the first point of contact for the School and Children’s Centre.   You will be responsible for answering the telephone, communicating effectively with parents/visitors and will be undertaking general admin duties as required.
At Dovedale you will find:

· Supportive, hardworking and committed colleagues.
The successful candidate will: 
· Have a friendly, welcoming nature.

· Be able to multi task in a busy environment.

· Be at an advantage if they have knowledge of SIMS.

How to apply

If you feel that you fulfil the person specification and job description and would like to join our team the school’s details are below. 

Application packs may be requested by email from Mrs Ellinson admin@dovedaleprimary.co.uk or downloaded from the school website under ‘key information’.

Please return completed applications to Mrs Ann Ellinson, School Business Manager

Closing date for applications: Friday 22nd June 2018 
Interviews:  Monday 9th July 2018
The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The post is subject to an enhanced DBS check and Disqualification Declaration.

Contact 

Mrs Ann Ellinson, School Business Manager 

Dovedale Primary School 

Herondale Road

Liverpool 

L18 1JX 

Head Teacher: Mr Nik Smith 

Telephone: 0151 733 4232
E mail: admin@dovedaleprimary.co.uk
Website: www.dovedaleprimary.co.uk
Twitter: @dovedaleprimary 

