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 The ACE Centre 
Receptionist / Administrator
15 hours, 3 days per week
Term time only, 38 weeks per annum

Reference: CORE-19-001

The ACE Centre Ltd is a registered charity providing Daycare and Preschool services to the community of Chipping Norton. We are located on the site of The ACE Centre Nursery and Teaching School and share administration and finance services with the School. We are looking for a part time administrator / receptionist to work as part of the current team of administrators.

The successful applicant will need excellent communication and administration skills as you will be the first point of contact for visitors to the centre. You will need to be able to work independently and as part of a team. The role will require multitasking to a high level and a flexible approach when needed.

The post will cover aspects of School and Daycare administration and a good working knowledge of MS Office suite is essential. Cash handling will be required.

Please contact Leigh Roscoe-Styler, Lead Administrator, if you would like to arrange a visit to the centre or require any further information.

Due to the nature of this job, confidentiality and sensitivity of information are crucial. The ACE Centre Ltd. is committed to the safeguarding of children and operates a policy of Safer Recruitment. The successful candidate will be offered the job subject to DBS clearance and satisfactory references. 

Hours:  15 hours per week, term time only
9.00am – 2.00pm, 3 days per week
[bookmark: _GoBack]Rate of Pay:  Grade 4 (£17,347- £17,739, per annum, pro-rata)
Closing date for applications: Sunday 1st December 2019 (noon)
Interview Date: Thursday 5th December 2019

Full details of the vacancy and the application process may be found at https://oxfordshire.education-jobs.org.uk/Vacancy/SearchResults or https://www.ace-chipping-norton.co.uk/contact/employment-opportunities/. Please note that all applications must be submitted on an OCC application form and that we are unable to accept CV’s. If you have any queries or are unable to apply via email, please contact Leigh Roscoe-Styler on leigh.roscoe-styler@cnacecentre.co.uk, reception office@cnacecentre.co.uk or telephone 01608 644440.
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