ST JOHN THE EVANGELIST CHURCH OF ENGLAND PRIMARY SCHOOL

Ivy Road
Macclesfield

SK11 8QN
Number on Roll 250
 
Clerical Officer
20.5 hours (Grade 4), term time (38 weeks) Actual Salary £12,309.00
	Monday
	8.30am – 12.30pm

	Tuesday
	8.30am – 11.30am

	Wednesday
	8.30am - 3.30pm

	Thursday
	8.30am – 11.30am

	Friday
	8.30am – 12.30pm


Working Pattern: 


The governors are seeking to appoint a suitably qualified and experienced clerical officer who:
· is highly motivated and enthusiastic,
· willing to involve yourself in the life of the school;
· well organised yet flexible
· hard-working, has initiative and is a good team player
· has high personal standards and high expectations of others;
· knowledge of Arbor and Unit 4 systems desirable but not essential
· Experience using Microsoft Office essential

· Cash handling experience desirable
We can offer:
·  staff who value the office support in school;
· children who are happy to come to school and enjoy learning;
· a supportive school community;
· professional development opportunities;
· a supportive staff team who work closely together.
St John the Evangelist Primary School is committed to the safety and welfare of its pupils and any job offer will be subject to the selection panel having seen evidence of qualifications; there being DBS clearance and two suitable references. 
Applications must be submitted on the Diocese of Chester application form which is available from the school. If you would like a copy of the person specification and job description, please contact the school office. 

For more information, contact Mr Harrison (headteacher) or Mrs Fox (school business manager)
admin@sjsmacc.cheshire.sch.uk Tel- 01625 428 222
Closing Date - noon on Tuesday 22 September
Shortlisting will take place on Wednesday 23 September. Candidates will be contacted on this date
Interviews will be take place on Tuesday 29 September
