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The Edge Academy

Receptionist
Full time, Term Time Only (Pro Rata)
Full time Grade 2 £17,007 (Pro rata)
The Edge Academy is an Alternative Provision Free School focused upon improving opportunities and outcomes for students who may be struggling to achieve their full potential in a mainstream setting.  We aim to create a superb learning environment to transform the learning experience and outcomes for young people on the exclusion spectrum across our institutions and the landscape of our communities.

36.5 hours per week Monday – Thursday 7.45am - 3.45pm Friday 7.45am-2.15pm (flexible)

 (with 30 minutes lunch break)

We are looking to appoint a Receptionist to start as soon as possible, who will be based at the front of our reception and provide a customer friendly service to pupils, staff, parents and visitors. 

Ideal candidates should have:

· Experience in a busy reception role, ideally in a school environment

· Excellent telephone, administrative and organisational skills

· Flexible and professional approach to work

· Ability to effectively communicate in a calm but confident manner 
· Good IT skills, including Word, Excel and Outlook
Closing date is: 9am - 23rd November 2018
Interview to be held: 29th November 2018
For further details and an application form please contact Mrs Beverley Nicholson, on 0121 533 5858 or email beverley.nicholson@theedgeacademy.co.uk

The Edge Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  An enhanced DBS check is required for all successful applicants.
