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BOUSFIELD PRIMARY SCHOOL
South Bolton Gardens

London SW5 0DJ
Vacancy: Administrative Officer
Required from:
May 2023
Salary Range:
GLPC Scale 5-6, Point 12 – 20,  

£31,447 - £33,372 Actual, pro-rata salary
Hours:
36 hours per week, 8.30am – 4.30pm daily

40 weeks per year (term time only plus 5 INSET days)

We are seeking to appoint an enthusiastic and well organised individual to join our busy administration team.  The role is varied, from supporting the School Business Manager with day to day financial management such as raising orders and the input of invoices, to organising clubs, leases and trips, and liaising with parents.  

Candidates will be able to demonstrate:

· Excellent literacy and numeracy skills 

· Evidence of IT skills including the use of Microsoft products such as Word, Excel and Outlook.  Knowledge of SIMs would be an advantage

· Excellent interpersonal and communication skills

· Evidence of working as part of a team

· Exceptional organisational and time management skills

· Ability to maintain confidentiality at all times 

For further and an application pack, please visit the school’s website: https://www.bousfieldprimaryschool.co.uk/Vacancies-19032022173022/
Closing date:  Friday 19 June at noon
Interview date: Week commencing Monday 22 June
Please note that applications will be considered as they are submitted and we reserve the right to interview before the deadline.

Please note that this post is subject to an Enhanced DBS Check.  Bousfield Primary School is committed to safeguarding and promoting the welfare of children, and expects all staff and volunteers to share this commitment.
