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28 November 2022

FULL TIME ADMINISTRATION ASSISTANT 

Permanent 37 Hours per week

Term time plus one week plus 5 inset days

Grade 7, NJC 12 – NJC 14 £24,496 - £25,409

Actual salary £21,479 - £22,280

We are looking to recruit a self-motivated individual for an exciting new role in school.  In the Sprig, James Rennie will be opening a satellite site to accommodate our Post 16 students.  Once opened, this role will be based at the satellite at St Edmunds, Orton Road, Carlisle.  Under the direction of the Northern Hub Business Manager, you will support the administrative function of this provision.  You will work closely with the senior leadership team to make this a successful transition.  Initially, you would be based at James Rennie main school site, California Road, Carlisle to undergo training and to embed yourself within the wider administrative support team.  You will be given support and guidance to ensure the site transition is successful with continued support from your wider team further to the satellite opening.
James Rennie School is a well- established outstanding special school in the Kingstown area of Carlisle.  We have up to 179 students on roll ranging from 3-19 within our current well- equipped and modern facilities. We would like the successful candidate to be an enthusiastic person who can work well within a team but can stand alone in this new role to establish their own area.  A good working knowledge of all Microsoft office packages is essential to the role.  The ability to be proactive and flexible is necessary, and positive personal attributes will ensure that your interactions with students, staff and visitors displays our friendly but professional environment.

The successful candidate will benefit from personalised training to ensure that they have all the tools to complete the role to a required standard.  Working knowledge of SIMs, FMS or VERA would be desirable.

Further details and application packs are available to download from the school website https://jamesrennie.cumbria.sch.uk

Closing date 12 noon 7 December 2022
Shortlisting date  7 December 2022
Interviews to be held on Friday 9 December 2022
Start date as soon as possible.
James Rennie School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Therefore, an enhanced DBS check including the barred list will be required for the successful candidate and other procedures and checks will be followed as laid out in our Safeguarding Policy
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