Martenscroft Nursery School & Children’s Centre
33 Epping Street, Hulme, Manchester, M15 6PA
The following opportunity is available to join our large, multidisciplinary team here at Martenscroft Nursery School and Children’s Centre.
Administration Support Assistant 
25 hours per week, All Year Round
(Cover a range of shifts from 7.45am – 5.45pm)
Grade 2, pt8 – pt11 (£15,246 - £15,968 pro rata) 
Starting pt. is negotiable depending on experience and skills
This post will be a permanent contract, and will require someone who is able to work flexibly to meet the needs of the school. 
Applications Close:  Friday 13th April 2018
Short listing date: Monday 16th April 2018 
Interview Date: Wednesday 25th April 2018
Start Date: 1st May 2018 or as soon as possible after this date:
We are looking for someone to join our team, who:
· Has got excellent personal, social and communication skills, and is able to relate well to children and adults
· Has experience of working on a busy reception desk and providing clerical and administrative work 
· Possesses very good computer skills, numeracy and literacy skills
· [bookmark: _GoBack]Has excellent organisational skills, is self-motivated and has personal drive to complete tasks to required timescales standards
Martenscroft is committed to safeguarding and promoting the welfare of children and expect all staff to share this commitment. The appointment will be subject to an enhanced disclosure with the DBS as part of the process. Please be aware that we will be contacting referees for a reference before the interview. 
To request an application pack please contact Wendy Fillingham via e-mail w.fillingham@martenscroft.manchester.sch.uk , telephone 0161 226 1266 or by visiting the centre to collect an application pack.
