COMBERTON VILLAGE COLLEGE
Sports Partnership Administrator

Hours:

15 hours per week, term time only
Salary:

Scale 3, starting at point 14 (Range 14-17, £15,882 - £16,998 full time equivalent)
Period:

Fixed term in the first instance until 31st August 2015.  

Based at:
Comberton Village College
Comberton Village College is a highly successful, community mixed comprehensive school with Teaching School status in a pleasant rural setting only 5 miles from the centre of Cambridge. We currently have over 1,800 11-18 year old pupils on roll with a new sixth form centre that opened in September 2011.
We are currently seeking to appoint a Sports Partnership Administrator to assist the Partnership Manager and support the efficient operation of the South Cambs School Sports Partnership by undertaking office and administrative duties.
The ideal candidate will need to demonstrate:

· A high level of competency in ICT (including a thorough working knowledge of Microsoft Word, Excel, Outlook and the Internet)

· Excellent communication and interpersonal skills 

· Excellent administration skills

· The ability to prioritise work and meet deadlines 

· The ability to work independently as well as part of a team and under pressure
The deadline for applications will be Monday 22nd September at 12noon. Interviews will be held on Thursday 25th September. 
The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An Enhanced DBS (Disclosure and barring Service) check will be carried out for the successful candidate. 

For further details, an application form and to apply, please visit our website: www.combertonvc.org or the School Sport Partnership website www.scssp.co.uk Please note we do not accept CVs. 
If you would like to discuss this post informally, please contact Claire McDonnell, Partnership Manager by phone 01223 265470 ext 225 or email cmcdonnell@comberton.cambs.sch.uk 

