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Balcombe C E (C) School

London Road, Balcombe, West Sussex, RH17 6HS


Headteacher: Wendy Millbanks

Telephone: (01444) 811403


Email: office@balcombeschool.co.uk

www.balcombeschool.co.uk
Person Specification

 Essential Skills and attributes

 ( English Language GCSE or equivalent at Grade C or above

 ( Ability to maintain confidentiality

 ( Excellent skills in Word and Excel

 ( Excellent verbal and written communication skills 

( Excellent interpersonal skills 

( Excellent organisational skills 

( Ability to work to deadlines and to prioritise tasks

( Ability to adapt quickly to the varying needs of the school

( Ability to work well under pressure 

( Enjoyment of working with children

( Ability to work as a team 

( Flexibility to cover the office / Breakfast club outside of contracted hours when required.

 Desirable but not essential
(    Experience of working with school SIMS database systems

· Clerk to Governor experience

· First aid qualification
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