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Ulidia Integrated College
Job Description – Receptionist/Clerical Officer (Part-time/Term-time)
Remuneration: Points 11 - 13 (£15807 - £16491) 

Required for 1st September 2018
Job Title: 
Receptionist/Clerical Officer (Initially a one year temporary contract with possible extension.  20 hours per week, term-time)
Job purpose:
Ulidia Integrated College wishes to recruit a Receptionist/Clerical Officer to assist with the day to day administration of the college office under the line management of the Senior Executive Officer.

Accountable to:
To the Principal and the Bursar of Ulidia Integrated College. 

Criteria 

It is the responsibility of the applicant to indicate on their application form how they meet each of the criteria. 
The Board of Governors reserve the right to enhance the criteria in order to facilitate a manageable shortlist

	
	Essential Criteria
	Desirable Criteria

	Qualifications
	A minimum of 5 GCSEs Grade C or above to include English Language and Maths.

RSA Stage II Word Processing


	RSA Stage III Word Processing

	Experience
	A minimum of 1 year’s experience working in a clerical/administrative role.

Experience of using Word, Outlook and Microsoft Excel

	Knowledge of C2k information management systems eg SMS, FMS.
Recent relevant experience of working in a school office.


Essential Personal Qualities 

· Enthusiasm 

· A caring and personable approach

· Sense of humour

· Confidence and discretion

· Ability to work independently and as part of a team 

· Willingness to learn 

· Willingness to develop 

·  Ability to work under pressure and meet deadlines 

Annual Leave: 21 days + 12 Public Holidays pro rata
Closing date for applications is 12 noon Friday 20 July 2018.  Applications received late will not be considered.

