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Receptionist
15/16.5 per week on weekly rota basis / 52 weeks per year 
Salary £21,021 inclusive of Outer London Weighting pro rate to hours worked
A part-time receptionist is required for our busy reception area.
The post requires someone to work on rota as follows:
Week 1:  Monday, Wednesday and Friday 16.00 – 21.00 (15 hours)

Week 2: Tuesday and Thursday 16.00 – 21.00 and Saturday 9.00 – 16.00
(with 30 minute lunch break) (16.5 hours)
We are looking for someone who is a real team player, with a flexible attitude to work, excellent communication skills and the ability to work under pressure. The successful candidate will provide an efficient and welcoming contact point for students, staff, and visitors to the college in person and on the telephone.  You will ensure that all procedures are adhered to especially in respect of visitors to the College and Health & Safety. As a first point of contact you will be required to be a qualified First Aider, for which training will be provided if necessary. 
The College offers an attractive package, with 35 days holiday, plus bank holidays (pro rata for part time staff), an attractive pension scheme, access to our staff development programme. For further information about the position and how to apply please visit www.bruford.ac.uk/about/work-with-us/ If you have any queries regarding the application process, please email recruitment@bruford.ac.uk.
The College is committed to a policy of equal opportunities in compliance with the Equality Act 2010 and welcomes applications regardless of community, background, religious belief, gender, age, racial/ethnic group, marital status, sexual orientation, dependant responsibility or disability. We particularly welcome applications from the BAME and D/deaf and disabled communities who are currently under-represented in our workforce. 
Under current legislation, the college has a legal obligation to ensure that our employees have a legal right to work in the UK.  
Closing date for completed applications is 12 Noon Monday 3rd April 2023
