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Front Office Manager
A rare opportunity has arisen for you to use your people and organisational 
skills in a school environment.

Commencing January 2019
32.5 hours per week, Term Time Only (some holiday work may be required)
We are looking for a positive team player to join our administration team. 
This is a varied and challenging role at the hub of our busy school.

Applicants must have:
· excellent people skills
· ability to multi task under pressure
· excellent computer skills (word, google docs)
· ability to handle money (receipting, banking)
· organisational skills
· [bookmark: _GoBack]attention to detail
· First aid certificate an advantage
· Knowledge of Edge Student Management System would be an advantage


Full job description and application package available from: 
admin@carterton.school.nz or from the school website www.carterton.school.nz


Closing date for applications: 3pm Friday 16 November
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