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Part-time Evening and Weekend Receptionist
Scale: 3 

(£9,243.00 - £9,411.00)
15 hours per week / 52 weeks per year 
Weekdays 4.00pm-6.00pm

Saturdays 9.00am – 12noon
We are looking to appoint an enthusiastic and organised Receptionist to work each weekday evening and on a Saturday morning.

As the ideal candidate you must be highly motivated and have experience of managing a busy reception area.  You will be the first point of contact, responsible for maintaining and raising the public image of the school. You will be managing the reception area, ensuring that all visitors are welcomed in a courteous, friendly, and professional manner. 
The successful applicant will have excellent verbal and written communication skills, as well as good ICT skills. They must have the ability to be flexible, with a pleasant positive attitude and will be expected to act as a First Aider.
An application form can be downloaded from here. Completed application forms should be returned by email to m.madhani@wsfg.waltham.sch.uk. Please note CV s will not be accepted. 

Closing date:
Wednesday 1st December 2021 (9.00am)
Interview date:  To be confirmed
Walthamstow School for Girls is committed to safeguarding and protecting the welfare of children and young people. The successful candidate will be subject to an Enhanced DBS check.

Walthamstow School for Girls is committed to Safer Recruitment practices and procedures.

