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UNITY COLLEGE
Specialising in English and the Arts
Co-ed 11-16: 986 on roll

Faculty Clerk
Term time only / 35hrs per week

Hours: 8.30am-4.00pm, Monday-Friday
Grade 3/Scale Point: 9-13 (£13,589-£15,444) – dependent on experience.
 

Unity College are seeking to appoint a Faculty Clerk to work within our Administration Team.  You will be based in the mathematics department and will cover all their admin needs.  The successful applicant will have the ability to prioritise and have previous experience of working in an office/school environment.  You will also have:

· excellent organisational and communication skills
· be highly motivated
· possess the ability to remain calm and work effectively under pressure
· have good knowledge of Microsoft Office (specifically Word, Excel, PowerPoint, Publisher)

The position will be for 1 year initially, with an immediate start or as soon as possible thereafter.  

 

Application forms can be found on the college website: www.unity-college.com. Alternatively, for further details, please contact:  head@unity-college.com.

Completed applications to the Headteacher, Unity College, Towneley Holmes, Burnley, BB11 3DF.  Via email is acceptable.

Closing date for applications:

9am Friday 6 June 2014

If you have not heard from the school within 14 days you should assume on this occasion you have been unsuccessful, as due to time and budget constraints we will not be able to contact non-shortlisted applicants. 

The college is committed to safeguarding and promoting the welfare of its students and the appointment will be conditional upon DBS enhanced clearance.
