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Headteacher: Mr Simon Jackson BAQTS (Hons) NPQH


Required: Office Administrator 
Grade 3 - Salary Spine point 5 to 6 - £31,086 to £31,530 (actual £28,592 to £29,002)
35 hours per week. Term time only, plus 1 week.
This is a brilliant opportunity to work with our supportive and inclusive team here at St. Leonard’s school.  We are looking to appoint an enthusiastic, organised and motivated individual to join our School Office team. The role will involve working closely with the Head Teacher, the Administration Officer and our Trust Central Team to support staff and parents in the day-to-day running of the school.  

We require an Office Administrator to work 35 hours per week Monday to Friday 9am to 5pm, term time plus 1 week. You will need to be flexible and have excellent inter-personal, organisation and communication skills. You will need to demonstrate competence in admissions, communications and IT systems operation.  
If you would like further information about this position, please contact the school.  Prior visits are welcomed. 
Appointment will be subject to satisfactory references, identity and safeguarding checks and will be probationary for the first 6 months. This position is exempt from the Rehabilitation of Offenders Act 1974. 

Closing date: Friday 10th July 2026 at 1pm 
Interviews: Week Commencing Monday 13th July 2026
Our school is committed to safeguarding and promoting the welfare of all children and expects all staff and volunteers to share this commitment. All appointments are subject to satisfactory references, identity and safeguarding checks including a satisfactory enhanced DBS check. Further information can be found at www.gov.uk/dbs.

Application Packs are available to download from the website:
https://www.st-leonards.lambeth.sch.uk/Job-Vacancies/
For further information please contact:

John Bartley – School Business Manager

St Leonard’s CE Primary School, Mitcham Lane, Streatham, SW16 6NP

Email: mgr@st-leonards.lambeth.sch.uk
Website: www.st-leonards.lambeth.sch.uk
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