
Recruitment 

Pack 



ACHIEVEMENT, AMBITION AND  

PROGRESS FOR ALL ... 



Administrative Officer Required 

35 hours a week, Term time plus INSET days 

 Scale 4 - £27,507 to £28,419 

Pro rata (take home pay before deductions)  £23,520 to £24,300 

35 hours a week -  Term Time - plus INSET days 

The Role 

 
Are you ready for a new challenge? Do you want to be part of a happy, supportive and forward thinking 
school? If so, this is an incredibly exciting time to come and join our team. We are looking for an experienced 
and dynamic Administrative Officer. 

 
We are looking for an Administrative Officer who: 

 
 Is hard working, an intuitive team player and is able to use their own initiative in being solution focused 

 Can offer excellent customer service to the children, parents and staff  

 Has high expectations of themselves, pride in their work and surroundings 

• Has proven experience in the role of Administrative officer  

• Wants to contribute to the school as a whole 

As a member of our staff you can expect: 

 
 Brilliant children  

 Strong leadership; a school that is well organised and managed 

 A fantastic staff; supportive and friendly 

 Continuing Professional Development 

 Excellent cash back staff well being scheme and free school lunch 

prepared by the Head Chef 

John Ball Primary School is committed to safeguarding and promoting the welfare of children and expects all staff, 
volunteers and external agencies to share this commitment. We are an equal opportunities employer. The 
successful candidate will be subject to an Enhanced DBS check, Medical Clearance and satisfactory Employment 
References.  

John Ball Primary School is an equal opportunities employer. We welcome applications from all members of the 
community, regardless of gender, age, marital status, disability, ethnicity, religion, belief or sexual orientation 

For more information and an application pack, please go to: https://www.johnball.lewisham.sch.uk or email Maria 
Theophilou at hr@johnball.lewisham.sch.uk  

Closing Date: Wednesday 11th January 2023 at 10am 

Shortlisting: Wednesday 11th January 2023  

Interview Date: Monday 16th January 2023 

Start Date:  Monday 20th February 2023 or sooner 

Southvale Road, Blackheath, London, SE3 0TP— Tel: 020 8852 1601   

https://www.johnball.lewisham.sch.uk/
mailto:hr@johnball.lewisham.sch.uk


Dear Applicant, 

Thank you for your interest in our current vacancy for an Administrative Officer. 

What do you need to know about us? 

We were inspected in November 2013 and judged to be outstanding in all areas.  We have an 

excellent local reputation and have expanded to a 3 form  entry school, with our extended and 

refurbished building. 

As a member of our staff you can expect: 

 

 Brilliant children – enthusiastic and able, with excellent attitudes to learning 

 Strong leadership; a school that is well organised and managed 

 A fantastic staff; supportive and friendly. 

 Continuing Professional Development 

 Excellent cash back staff well being scheme and free school lunch 

 

Other useful information: 

 We have a current school roll of 620 pupils 

 We serve a culturally, socially economic diverse community 

 Our pupils behave outstandingly well and always give their best  

 We provide them with a rich and varied curriculum both in and out of the classroom 

 We are a happy staff team – we laugh a lot! 

 We support one another. People want to come and work with us.  

 We provide very good support for staff, where ever they are on their career path. 

 Our parents are incredibly supportive and want to help their children to learn. 

 See our website for further details about our school. Read our weekly newsletter to see what we 

are doing. 

In this pack you will find 

 Job Description 

 Person Specification 

 Equal Opportunities Statement 

 Application Form 

 Safer Recruitment Form 

 Equalities Monitoring Form 

If you have any queries, please do not hesitate to contact us. 

Yours sincerely, 

 

Mrs Jacqui Noakes 

Head Teacher 



 

 

 

LONDON BOROUGH OF LEWISHAM 
 

JOB DESCRIPTION 

 

Title: ADMINISTRATION & ORGANISATION  (School Administrative Officer) 

 

Grade: Scale 4       Reports to: Operations Director 

 

MAIN PURPOSE OF THE JOB 

 

Under the guidance of senior staff, be responsible for undertaking administrative/financial/
organisational processes within the school. Assist with the planning and development of school 
general office services.  

 

TASK 

 

ORGANISATION 

 

• Undertake reception duties, answering routine telephone and face to face enquiries and signing 
in visitors 

• Deal with complex reception/visitor etc matters 

• Assist in arrangements for school trips, events etc. 

 

 

ADMINISTRATION 

 

• Provide general clerical/admin. support e.g. photocopying, filing, faxing, complete standard 
forms, respond to routine correspondence 

• Manage and maintain manual and computerised records/management information systems 

• Produce lists/information/data as required e.g. pupils data 

• Undertake typing and word-processing and other IT based tasks 

• Provide personal, administrative and organisational support to other staff 

• Sort and distribute mail 

• Undertake administrative procedures 

• Complete and submit complex forms, returns etc, including those to outside agencies eg. DCSF 

• Undertake the administration of payroll systems 

 
 

 



RESOURCES 

 

• Operate relevant equipment/lCT packages (e.g. word, excel, databases, spreadsheets, Internet) 

• Maintain stock and supplies, cataloguing and distributing as required 

• Undertake research and obtain information to inform decisions 

• Provide advice and guidance to staff, pupils and others 

• Undertake general financial administration e.g. processing orders 

 

 

RESPONSIBILITIES 

 

• Comply with and assist with the development of policies and procedures relating to child protection, 
health, safety and security, confidentiality and data protection, reporting all concerns to an 
appropriate person 

• Be aware of and support diversity and ensure equal opportunities for all 

• Contribute to the overall ethos/work/aims of the school 

 Appreciate and support the role of other professionals 

 Establish constructive relationships and communicate with other agencies/professionals 

• Attend and participate in relevant meetings as required 

 Participate in training and other learning activities and performance development as required 

 Recognise own strengths and areas of expertise and use these to advise and support others 

    

Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and 
effective running of the Department/Section. 

 

EQUALITIES 

 

Ensure implementation and promotion in employment and service delivery of the Council's equal 
opportunities policies and statutory responsibilities. 



LONDON BOROUGH OF LEWISHAM 

 

PERSON SPECIFICATION 

 

Title: ADMINISTRATION & ORGANISATION  Grade: Scale 4 

 (School Administrative Officer) 

 

Reports to: Operations Director 

 

EXPERIENCE (Essential Requirements) 

 

Experience of development, management and operation of administrative systems 

 

 

QUALIFICATIONS/TRAINING (Essential Requirements) 

 

NVQ 3 or equivalent qualification or experience in relevant discipline 

Very good numeracy/literacy skills 

 

 

KNOWLEDGE/SKILLS (Essential Requirements) 

 

Effective use of ICT and other specialist equipment/resources  

Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation 

Very good ICT skills 

Ability to relate well to children and adults 

Work constructively as part of a team, understanding school roles and responsibilities and your own 
position within these 

Ability to self-evaluate learning needs and actively seek learning opportunities 

 

 
CIRCUMSTANCES 
 
The person undertaking this post must have a current enhanced DBS.  If a candidate does not have this 
status then they will be required to complete an application only if recruited to this post. 



Lewisham Equal Opportunities Policy Statement 

Lewisham Council is committed to equal opportunities both in the provision of services and as 

an employer.  The seriousness of this commitment is reflected in the Council adopting equal 

opportunities as one of its core values. 

EQUALITY of opportunity for all sections of our community and workforce is an essential val-

ue for this Council.  This means recognising the inequalities which people suffer and take ac-

tion to reduce them.  Everyone has a role to play in ensuring fairness towards colleagues and 

the community. 

This commitment is integral to the provision of any service and the employment conditions of 

each and every member of staff.  We expect all our staff to promote equality in the workplace 

and in the services we deliver.  In this way, the Council can redress inequality. 

Equal opportunities mean access to jobs, services, information and participation for everyone.  

We recognise that because some groups of people experience prejudice and discrimination 

that to make opportunities really available we have to make an extra effort.  We mention some 

groups in particular because they are the people who have commonly been disadvantaged.  

The Council’s commitment to a fair deal for women, black people, lesbians and gay men, pen-

sioners and disabled people is a recognition of the difficulties and inequalities which these 

groups continue to face.  The Council is committed to tackling class disadvantage and has a 

long history of providing services which improve the quality of life and life chances of working 

class people. 

Lewisham Council exists to represent and provide services for all the people of the Borough. 

Our equal opportunity policy requires that the Council recognises and respects cultural and 

religious diversity and serves all sections of our local communities.  Everyone should know 

what is available from the Council.  Access to services will be based on need or entitlement.  

The Council will be open in its approach and make sure that we find out and take account of 

the views and experiences of our diverse community.  The varied needs, expectations and 

culture of local people will be reflected in the range, sensitivity and relevance of our services. 

In the context of pressures on resources and change, achieving equality assumes an even 

greater importance and requires even greater commitment.  The Council is proud of progress 

made so far, is committed to protecting gains made and to developing new and innovative 

ways of promoting and achieving equality of opportunity and outcomes. 

Knowing who is using our services 

Our policy framework also includes monitoring take up of service so we can check that target 

groups have access and that use of Council services is in line with what we know about 

needs among different groups.  Monitoring is not an end in itself but a means of checking how 

effective we are being and of then changing, adapting or targeting services. 



Targeting resources 

In a climate of defining resources, there will be difficult decisions to be made about re-

source allocation.  Equal opportunities require us to make choices which reflect current 

needs rather than traditional ways of apportioning services.  This means reviewing use 

to see that it is in line with needs and not simply continuing to deliver a service to the 

same group of people in the same way. 

Information for everyone 

Information about services is a crucial element of an equal opportunities framework.  If 

it is not made available in an understandable form to all sections, then access to ser-

vice is in practice restricted to those people ‘in the know’.  Information should be widely 

circulated, available in different forms and languages and encourage all groups to use 

the service.  It also needs to make clear to everyone what determines access to ser-

vices.  Clear information about entitlement and about service standards is also im-

portant. 

Representation 

The Council is not just a provider of services, it is also a local government designed to 

give people a say in how their local area is run.  All sections of our local community 

need to be able to identify with the Council and feel that they will be listened to.  They 

also need to feel that they are represented in the decision-making process and have 

some influence on the policy makers.  Our approach to co-options is a way of giving 

disadvantaged groups additional representation at committee level.  Our approach to 

consultation is also part of giving local people greater influence. 

Employment 

In a service organisation like ours, the workforce is at the heart of our commitment to 

service quality and equality of opportunity.  The people who manage and provide the 

Council’s services should reflect the diversity of our local communities.  This will help 

us to respond sensitively and effectively to a variety of needs and preferences. 

Valuing ALL employees 

Showing that we value all staff, providing everyone with what they need to do a good 

job, creating opportunities to develop new skills and progress within the Council, are all 

important ways of demonstrating equal opportunities in practice.  Our policies are de-

signed to set a framework for managers to do this. 

 


