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HR / Cover Administrator
Elms Bank School 
Required for September 2019
37 hours per week, term time + 10 days
“An outstanding school”
(Ofsted October 2014)

Grade 7, SCP 7 - 11 (£19,554 - £21,166 pro rata)
Elms Bank is a secondary special school for pupils aged 11 to 19 years with a diverse range of learning disabilities including physical disabilities and autism.

A vacancy has arisen to ensure adequate cover arrangements are in place for absent staff to enable effective teaching and learning.  The post holder will be a member of the HR team and support attendance management and general HR duties. 
The position is 37 hours per week (Monday to Thursday 7.30am – 3.30pm, Friday 7.30 am – 3.00pm) term time plus 10 professional additional days worked during periods of school closure, in accordance with service requirements. 

Applicants must have GCSE Maths and English grades C or above (or equivalent) and proven experience of working within a busy office environment along with the capability of using the Microsoft Office package. Working within a team is imperative to this role and in return the successful candidate will be a valued member of an excellent team with the opportunity to progress within the role where necessary. 
Please ensure that you meet the person specification before applying as applicants must have the relevant qualifications and experience and be willing to undertake training relevant to the post.  
The trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
Further details and an application pack can be downloaded from this site. Please complete an application form ensuring you explain how you meet the person specification.
Appointment is subject to a satisfactory enhanced disclosure from the Disclosure and Barring Service.

Completed applications to be returned to Mrs Georgina Barnett, HR Administrator at recruitment@oaklp.co.uk.  

Closing date for applications: Thursday 4 July 2019 at 9.00 am
