Green Lane Primary Academy 
Green Lane

Middlesbrough.   TS5 7RU

Telephone:  01642 277407

Email: paula.bowler@greenlanemiddlesbrough.co.uk
Head Teacher:  Jackie Walsh          

Number on roll 630 + 39 place nursery 
Administrator:  Grade F Points 9-11 
30 hours term time only plus 5 days: 30 hours could be worked flexibly
Actual Salary: £14,833 - £15,423
We are seeking to recruit, an enthusiastic and highly motivated administrator to join our staff team. 
Main duties of the posts are:-

· Manage information systems (specifically SIMS)

· Organise statutory returns to the DfE and Local Authority

· Manage admissions processes

· Maintain the Single Central Record and associated safeguarding checks

· Support the smooth-running of all organisational and administrative processes

The successful applicant will be:

· Able to demonstrate good communication and interpersonal skills
· Flexible and well-organised

· Experienced in administrative work
Closing date for applications:  Monday 6th June at 9.00am.  Interviews will take place on Tuesday 14th June.  

The Job Description, Person Specification and Academy Application Form can be downloaded from our website at:

www.greenlanemiddlesbrough.co.uk – About Us - Vacancies

or by contacting the school office on 01642 277407

In addition to any CV / letter an Academy Application Form must be completed.
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. Safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed. This post is subject to enhanced DBS clearance. Appointment will also depend on proof of qualifications.
Please see additional safeguarding information in the application pack.

Green Lane Primary Academy actively pursues equality of opportunity so that all are treated fairly.
