
                        PUBLIC NOTICE 

VACANCY   School Secretary (Prince Andrew School) 

 

Do you enjoy working in a busy environment?   

We are looking for a School Secretary  for a fixed-term period un�l the 31 December 2020 to join our team at 

Prince Andrew School, to assist with the running of the school office and provide support to teaching staff and         

students alike. 

The following are essen�al… 

• Func�onal Skills Literacy &  

     Numeracy Level 1 

• First Aid (or willingness to undertake) 

• NVQ Level 2 in Health & Social Care (or 

willingness to undertake 

• Ability to deal with difficult situa�ons 

• Ability to produce accurate and clear 

wri(en communica�on 

• Excellent communica�on skills to deliver 

care and services to people with a wide 

range of physical and psychological needs, 

whilst encouraging independence wherev-

er appropriate 

Previous experience of working in a care en-

vironment is desirable. 

 

Salary for this post is in Grade B commencing at £6,722 per 

annum. 

 

For further informa�on about the du�es of the post and a 

copy of the job profile, interested persons should contact           

Penelope Bowers, Head Teacher Prince Andrew School on          

telephone number 24290 or e-mail:  

Penelope.bowers@princeandrew.edu.sh  

 

Applica�on forms, which are available from Corporate  

Human Resources and the Educa�on & Employment Directorate 

or on the SHG website at: www.sainthelena.gov.sh/vacancies 

should be submi(ed through Directors where applicable, to 

Sharina Williams, Human Resources Officer, The Castle or  email 

recruitment@sainthelena.gov.sh  by no later than Monday, 28 

September 2020. 

******************** 
 

All appointments are subject to the successful candi-
date providing sa�sfactory clearances, including a medical 

check and ve9ng/DBS clearance. SHG reserves the right to 

have informa�on provided on the applica�on form inde-

pendently verified. 

The following are essen�al… 

• GCSE in English & Maths at grade C or 

above or equivalent  

(Applicants without a Level 2 qualifica�on in 

Maths and English may s�ll apply and can un-

dertake a func�onal skills assessment). 

• Intermediate IT Skills in Microso=            

Applica�ons  

• Work experience in an administra�ve role 

• Experience with cash handling 

• Ability to produce accurate and clear 

wri>en communica�ons  

• Ability to work independently and as part 

of a team 

It would be an advantage to have experience 

working in an office environment.  

 

SHG posi�vely accepts applica�ons 

from all members of the community regard-

less of race, gender, disability, age, sexual 

orienta�on, religion or belief, and will consid-

er all applica�ons on the basis of merit, in 

accordance with the person specifica�on. All 

disabled applicants mee�ng the minimum 

criteria listed in the job profile will be guaran-

teed an interview.  

 

Please note that the successful applicant will 

need to be available for an immediate start. 


