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Winterbourne Junior Girls' School is seeking a committed, highly motivated and keen minute taker 

To be successful in your application, you must have experience within Minute Taking be an excellent listener, have exceptional attention to detail, and note-taking skills.

· Listen attentively to discussions and take accurate and comprehensive notes in real-time.  
· Record meeting minutes in accordance with the school formats and guidelines
· Ensure all key points, decisions, action items, and follow-up tasks are accurately captured. 
· Clarify any unclear points or information during the meeting to ensure accurate documentation. 
· Review and edit meeting minutes for clarity, coherence, and accuracy.
· Distribute finalised meeting minutes to participants in a timely manner; usually within seven days .
· Maintain confidentiality of sensitive information discussed during meetings.



PERSONAL ATTRIBUTES 
· Proven experience in taking meeting minutes.
· Excellent listening and note-taking skills with a high level of accuracy and attention to detail.
· Proficiency in typing and transcribing notes efficiently in real-time.
· Strong communication skills, both verbal and written. 


For a confidential discussion or enquiries about this role, please contact the Head teacher:
Name:		Mary Berkeley-Agyepong
Number:	020 8684 3532. 
Email:		head@winterbournegirls.croydon.sch.uk

Closing date for applications:	Friday 19 September -noon
Interview date:			Tuesday 23 September   

Winterbourne Junior Girls’ School is committed to safeguarding and promoting the welfare of children and young people. We expect all staff and volunteers to share this commitment, and to embrace our school ethos – Aspirations, Expectations, No Excuses – VINCAM – Together We Conquer. We are an equal opportunities employer.
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