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WILMINGTON GRAMMAR SCHOOL FOR GIRLS

Parsons Lane Wilmington Near Dartford Kent DA2 7BB

(11-18 Academy - 999 pupils on roll)

Telephone:  01322 226351  Ext 223     Fax:  01322 222607

e-mail:  recruitment@endeavour-mat.co.uk
PART TIME MORNING RECEPTIONIST  

8am to 12.15pm each day term-time only plus 5 inset days plus 5 additional days
Salary in the range £8,052 - £8,294 pa according to experience

Endeavour MAT is a newly formed Trust, which currently comprises Wilmington Grammar School for Girls (WGSG), Wilmington Grammar School for Boys (WGSB) and is the Trust chosen to open Stone Lodge School in Dartford

Wilmington Grammar School for Girls is an 11-18 year old selective Girls’ Grammar School, with a co-educational sixth form, run jointly with Wilmington Grammar School for Boys. The school was judged ‘outstanding’ in November 2015 and is popular and oversubscribed.
We are seeking to employ an experienced part time receptionist to provide a first-class front of house service in this busy school. Duties will include taking all telephone calls to the school's main line and recording messages where appropriate, dealing with enquiries at the school's reception desk, answering email enquiries.

The successful candidate will:

· have experience of reception duties preferably within a school

· have the ability to work under pressure in a busy environment 

· have excellent communication and interpersonal skills

· be proficient in the use of IT with a good working knowledge of Outlook, Word and Excel. 

Candidates will find details and an application form on the school’s website www.wgsg.co.uk.  

WGSG is committed to safeguarding and promoting the welfare of its students and expects all staff and volunteers to share this commitment. The post is subject to an enhanced DBS check.
Closing date for receipt of completed applications is 19 April 2021 with interviews expected the same week.
