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ST. PAUL’S CHURCH OF ENGLAND PRIMARY SCHOOL

Penrose Street, Walworth, London, SE17 3DT
            Telephone: 020 7703 4896		email: office@stpauls.southwark.sch.uk






Office Manager
· [bookmark: _Hlk97628294][bookmark: _Hlk97629381]Grade:  	                                          Point 09- Scale 27-34, £34,689 to £40,632
· Type of Contract:                         Permanent         
· No of weeks:                                 52 weeks
· Working week:                             Monday to Friday, 08:00 to 16:30. 
                            37.5 working hours with daily lunch break of 1 hour
· Start Date:                                     As soon as possible or a mutually agreed date

The Governors at St Paul’s Church of England School are seeking to appoint a committed and highly professional Office Manager. The successful candidate will be part of a friendly and hardworking staff.  We are located in a vibrant part of London, near the Northern Line, and several bus routes. 
To be responsible for all of the disciplines of Personnel, Administration and Resource Management including the planning, development and monitoring of the operation and delivery of support services within the School.

It is essential that you have a good education to A level, or of an equivalent standard, with Maths and English GCSE’s graded between A to C.

You will be:
· Well presented, hardworking, trustworthy, caring and able to empathise with others
· Able to work successfully as a team member, establishing effective working relationships and flexible working practices
· Able to work under pressure in a constantly changing and demanding environment and remain professional at all times.
· Able to communicate effectively both orally and in writing using standard English
· Able to fully respect and engage in the Christian life of an Anglican school

Further information:
To obtain a recruitment pack including Job Description, Person Specification and Application Form, please go to our website:  http://st-paulsprimaryschool.co.uk/ job-vacancies. Please apply directly to the school and not via an agency.
Closing Date for the receipt of completed application forms: 12:00, Friday, 20th February 2026
Interview Date: Interviews are to take place on Thursday 26th February 2026

Start Date: 9th March or a mutually agreed date

School Visit : Visits prior to application are highly recommended. Please contact Mrs Vimala Hillier or Ms Donna Goodes on 020 7703 4896 Email: office@stpauls.southwark.sch.uk     

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 CVs are not accepted.
[image: Healthy Schools London silver award]Headteacher: Miss Angela Batchelor 
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