ELLESMERE PORT CATHOLIC HIGH SCHOOL

‘I have come so that they may have life and have it to the full’ John 10.10

November 2021

Dear Applicant,

Personal Assistant to Headteacher
Full-Time, 52 Weeks Per Year
NJC Grade 5
Fixed Term Maternity Cover until December 2022

Thank you for your enquiry regarding the above post. This is a pivotal role in our school an environment
from which effective teaching and learning can take place with sound administrative support.

Please find enclosed a job description, person specification and the application form. The application
form allows some space for a letter of application. The letter will form an important part of the initial
selection process for short-listing and should include examples that align with the Job Description and
Person Specification. Should you decide to apply for the post you should not feel constrained by the
space available, and a separate letter is perfectly acceptable. Please do not submit a CV in preference to
completing the application form and the letter of application as this will be discounted. Application
consistency is necessary as it forms part of our Safeguarding procedures.

Potential applicants are most welcome to visit the school prior to completing an application. Please
telephone to arrange this if you are able and if you feel that this would be of benefit to you.

The closing date for the receipt of applications is 9.00am on Monday 22" November 2021 with
interviews Thursday 25™ November. Completed applications should be marked for the attention of the
Business Manager and either posted to the school address or e-mailed to
Human.Resources@epchs.co.uk

Please ensure you complete the required CES application form.

Ellesmere Port Catholic High school is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share this commitment. The
successful applicant will be required to complete an enhanced DBS check. | look forward to reading
your application and wish you every success.

Yours sincerely,
{J \"ull.lln_[i .

Mrs C Vile
Headteacher

Capenhurst Lane, Whitby, Ellesmere Port, Cheshire, CH65 7AQ
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In the Trusteeship of the R.C. Diocese of Shrewsbury and in partnership with our partner primary schools
Our Lady Star of the Sea, St Bernard, St Mary of the Angels and St Saviour, serving the pastoral area of Ellesmere Port


mailto:admin@epchs.co.uk
http://www.epchs.co.uk/
mailto:Human.Resources@epchs.co.uk

