LYTTON STREET

SCHOOL

% of o ¥ HS%&,
O w1 500801 1 (@1 1 <+ 061 4 00
— PQO /012/1# $i#&! ("&! 34/5#1 416(

THH&S! "9%6! THH#&! 3,:%:#6!
'33',(20%(<! (! S#A#=I(# /O;!
44,01 (#) #1%+ %81 1"9#1 [96>1'?]
(O#) THH&! %6! (' 9#43 #062 #)

J# ¥+ %1 #>1%06! /! 4%:%0

:<0/>%5@! /0;! ,%59! 4/012/1# %0! (9 F2(DR,! 659"4! SHAH= /(#:) *+' %!

JOL12/1# $H#&I T%(9! /1 JO1#1'21>' 0%01! 5'>3#BB'06!/0:1/46' /1 :%6%(! ?,> L,

C#O(,/4! D',>/4! E59"4F6! G/3/! H/&/! 1,238! | "9#! G/3/' HI&/ 1,23! T#.#! B

2/0(/6B5!/0:1'2,16(2;#0(6!(9','2194<1#01'<#;1 (9# 3#, 7', >/05#!1 J 64 3%65(2,#

=#4'781K1921#1(9/0&!<'21('1C#0(,/41D',>/41E59" 417" 11'2,04<%01!"#,1(": %69

268!"9#139'('1 (1 (9#!,%19(169'76! L+1)'0/4:1/7/,:%01! /1 JO1#'?1 3, %M#612,>

'2, 1%+ 051 /012/ 1#$#H#&15">3#BB'068!

KI7/,>17#45'>#1(9%6! 7##&!(''N/O'0!P!1Q4%1/9!79'19/:#16(/,(#;1659"4!?' 1 (9#
R,6(IB>#@!/0;!(''E/>IP1.%/>179"19/:#!1'%0#,!126!?,'>!'(9#,1659"468

), =% )=/ - (O
AQ!*0;/<10%19(!'2,! 7'0:#,224!1,'231'71
3/,#0(6! >#(! (! ;%65266! '2,! 235>%0
220;,/%6#,68! | "9#! E/26/1# E%MMA4#! o
34/5#1 (>',,'781 1 C'>%01! 23! 4/(#,! %0! (9
(#,> LK.E! /# '%01! /! 7%0# 6#444
220:,/%6#8! | "O#! T%0# 7%44! >/&#)
3,#6#0(6!7',1C9,%6(>/68! 1K46'I =#9601!'S
| 1 THHEHO;12/>%4<139' ("1 64#66%'068! 1+
%0?',>/B'0! 7%44! 5'># '2(1 69',(4
H#1/,,%01! (9#6#1 220;,/%6#,61 J! &##31 /0!
'2(8! 1 T?1 <21/ # &##0! (' 9#431'2(1 344/
QH-#1<2,10/>#1/(1(9#1659"4'US#8!

THE DOWNSGROUP ~9123'456)789:*

— "O#! #1%'0/41V'706!W,'231)/01%B&#%! " 219! G%:;6!5'>3#BB'0!%6! (/&%01! 34/5#!
YZ(9! E#3(#>=#,! /(1 (9#! A9%01/%B! V'>/%08! | A2,!/%>1%6! ('1'SH,1/6!>/0<! 6(2;#(
R_ANGITIKEI 59/05#1 ('15'>3#(#! /6] 3'66%=4#8! I"9# >/%0! 5'6(1%6! 7', =26#68! ' W,/0(1/334%5/E
=##01 /334%¢#:1 21101 /46'@! 2,1 :#,<! 1#0#,'26! LK.E! 9/:#1 '0/(#:1 [ ][]8! ! X2,(9#,!
TOUGH I(qu,J %607',>/B'017%4415'>#1'2(169',(4<8!

1.5;%/&(&.")-,*
A2,1659"4163",(120%7",>61/ #14"&Y6011:#, <!:#34#(#;811 T21<'210/:#1/120%7',>1/(19'># 34#/6#! #(2,01%(! (1659
6"0!/6! 3'66%=4#8! 170%7?',>6! /# #0',>'264<! %>3',(/0(4<! ?',! 63", BOL! ##0(6! /0:! | #! 46" :#,<! #O3HOE
"9/0&1<'217',1<'2,16233' (8!

-<ACFOPK*9QB<*(ARAFB*789:* *

CYTTON
STREET
SCHOOL

Together, we learn to live and live to learn

Kia ora kia tahi, kia tahi kia ora
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http://www.lyttonstreet.school.nz
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TO ># 0/HEAOEYS! EXECUTIVE OFFICER
/" (6"/) An exciting opportunity has become available
A2,! 659"41 %6! 63#0;%01! /1 4/f at our school.

/>'20(! '?! 220;6! '0! 32,59/6%01! We are seeking an Executive Officer to manage

H#3A/5#>#0(! 659"4! #/:%01! ="&68 our school administration environment.

: " AL . The successful applicant will be charged with
T(19061'2,1659"413'4%5<1(9/(1#:#,<!5 significant responsibility to oversee the

%0! (9#!120%',1/0;!>%);,4#!659"4@! ] efficient running of the school office, including:
6'>#1%0!(9#!6#0%',!659"4@!(/&#!9'} e The Student Management System (SMS) &
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26! ('1/59%¢#:#! /(111 :#,<11"; #4196 ¢ Maintaining the school finances

(#,561'2 #/:96018!1T(17'24:1=#1921# e School payroll via the Novopay system

4 , o AT e General Reception duties
4 133 #3%I(#,1%721#:#, < 0#15'24;19/ #! The successful applicant will have sound

Sto : 920(!/,'20;1/(19">#1/0;! #(2,0!/0<! financial acumen, highly efficient
y i'he Spread Of e 659"4! #/:%01! ="&68! ! 1"9/0&6! % organisational skills, initiative, be conversant

/::/05#8! with technology and online programmes and

Sl LA
have the ability to work independently.
‘; u germs )$3%# () -5 V%% 4 $H1 V! Relevant training will be provided. The
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' " A . _.} successful applicant will also be a ‘people
E59'4/6B5! e"&! C42=! A, #,6! (1 = person” who can successfully work in a busy

H(2,0#;1=<IX,%;/<!C(E#3(#>=#8 [ school setting.
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