
	Organisation Name 
	The Springfield Centre

	Contact Name
	Amanda Johnson

	Email Address
	ajohnson@wpru.uk

	Telephone Number
	01924862232

	Invoicing Address
	The Springfield Centre, Pontefract Road, Crofton, Wakefield, WF4 1LL



	Advert Live Date
	06/12/21       Advert Closing Date 07/01/2022
Interviews to be held week commencing 10th January 2022


	Job Title
	School Admin Officer

	Advert Wording
	The Springfield Centre is a Pupil Referral Unit who’s aim is to deliver the very best educational experience for key stage 4 pupils from across The Wakefield District, on short and long-term placements. 

We are looking to appoint an Administration Officer based at our SESKU site in South Kirby.  The role involves providing a range of practical administrative support to our hardworking team who work with our learners academically, pastorally, and their social and emotional wellbeing.  

The suitable candidate will need to have organisational and self-motivational skills, along with a flexible approach and the ability to switch easily between tasks.  

All completed application forms should be emailed to ajohnson@wpru.uk

They can also be posted to
A Johnson
[bookmark: _GoBack]The Springfield Centre, Pontefract Road, Crofton, WF4 1LL

Closing date for applications is 7th January 2022 at 12.00 noon. 

The Springfield Centre is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.  All staff will be subject to an enhanced check with the Disclosure and Barring Service (DBS)



	Work Location
	The SESKU Centre, Burntwood Community Centre, Church Mount, South Kirby, Pontefract WF9 3QS


	Salary
	G4 £19,312 £19,698 full time equivalent.  
Pro rata 37 hours per week, term time + 5 days. 


	Hours
	37 term time only plus 5. 

	Contract Type
	Permanent

	Registered Charity Number
	No

	Purchase Order Number
	N/a






