
	[image: ]



	Woolmore Primary School

	Woolmore Street, London, E14 0EW 0207 987 2778
Headteacher: Ms Tracy Argent

	
Office Manager

	Contract type: Permanent

	Salary:  SO2

	Working arrangement: Full time

	Hours: 35 hours per week

	Closing date for applications: Monday 9th October, 9am.
Interviews: Week beginning 16th October

	About Us
· Woolmore is a 3FE primary school in Poplar. In September 2022 Ofsted said, ‘Togetherness is a word that sums up Woolmore’ and graded us Outstanding.
· We are looking for an enthusiastic and skilled professional to join our dedicated and welcoming Woolmore Team.  
· An effective school office is essential to the success of our school underpinning and offering support to many aspects of school life.
· You will lead the administration team in offering an outstanding service both within and beyond Woolmore.
· The role will have oversight and responsibility for all aspects of the school office.
· Specific responsibilities will include pupil admissions, financial procurement, pupil data and RM Integris.
About You
· You are an enthusiastic professional who can manage a team and lead through example, strong relationships, our school values and excellent communication.
· You have high expectations of yourself and others, excellent organisational skills and a strong eye for detail. 
· You have previous experience in a school administration role and of managing others.
· You are calm and you can thrive in a busy environment where two days are rarely the same and where you will need to work as a team to ensure all children at Woolmore achieve success.

	The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will require an enhanced DBS clearance. We are dedicated to equality and valuing diversity.
We would welcome and encourage potential candidates to visit. 
How to apply: For an application pack, visit our website 
http://www.woolmore.towerhamlets.sch.uk/vacancies/
Please return your application to the SBM kstealey@woolmore.org
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