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Archbishop Tenison’s CE High School

Selborne Road, Croydon CR0 5JQ

Tel: 020 8688 4014   
www.archten.croydon.sch.uk
Pupil Services Officer 

Monday to Friday

(32.5 hours per week - 8am to 3pm)

Location: Croydon, Surrey

Required for: 30th August 2023

 (or if possible as soon as possible before this date)
Contract: Term time plus 10 days (fixed term until July 2024)
Salary: Grade 3 point 5-7 (£24,804.00 - £25,629.00)
Closing date: midday Monday, 19th June 2023
We are seeking a well organised, methodical and quick thinking individual. You be the first point of contact for parents, carers, visitors, pupils and students. You will have experience in understanding the needs to support parents and carers, the assertiveness to be patient and provide a professional front line service. Knowledge of school office procedures is desirable, alongside high-level literacy skills with a good eye for detail for the processing of attendance. The successful candidate will also be able to efficiently manage their time and prioritise tasks depending on their importance. A knowledge of Office 365 would also be desirable.

The successful candidate will: 
· Liaise with parents, carers
· Deal with the local authority and other outside agencies
· Provide administrative support for Years 7-11 attendance
· Be the first point of contact for any First Aid requirements
· Answer attendance calls 
· Process attendance emails / messages

· Provide general administration 
How to apply 

If you would like to apply for this position, please complete the Support Staff Application via the school website -www.archten.croydon.sch.uk 
We are an 11-18 Church of England mixed comprehensive school. We have a distinctive character and purpose. Our school motto is ‘Academic excellence for each person in a Christian community’ and we aim to instil these values in everything that goes on at Tenison’s. 
Year 7-13 – 768 pupils and students 
Archbishop Tenison's is an equal opportunities employer and committed to 
safeguarding and promoting the welfare of children.  
Enhanced DBS check required.
VISITS WELCOME - please contact Ms Andrew, Headteacher’s PA 020 8688 4014.
