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John Perryn Primary School
Long Drive, Acton, London W3 7PD

Telephone: 020 8743 5648



E-mail: admin@johnperryn.ealing.sch.uk

Head Teacher: Ms. L Wright

Website: www.johnperryn.ealing.sch.uk

Administrator for Attendance and Admissions required to start as soon as possible

Salary - Level 2 Scale 5

Hours - Term time only, Monday to Frida 8.30 a.m. to 4.30a.m. (35 hours per week)

Join Our Team at John Perryn Primary School

Are you a dedicated and enthusiastic individual looking to make a positive impact on the lives of young learners? John Perryn Primary School, located in a state of the art building in the heart of East Acton, invites high-caliber candidates to apply for the position of School Administrator with responsibility for Attendance and Admissions. Join a happy and successful school where children are at the heart of every decision, and each individual is valued and celebrated.

Essential Requirements

Education and Experience

a) Experience and good knowledge of clerical /administrative work.

b) Experience of general financial work e.g. book keeping.

c) Good level of literacy and numeracy skills.

Knowledge, Skills and Abilities 

d) Appropriate knowledge of first aid or willingness to train.

e) Effective use of ICT packages and good keyboard skills.

f) Competent use of relevant administrative equipment/resources e.g. photocopier and scanner.

g) Knowledge of relevant policies/codes of practice.

h) Ability to relate well to children and adults.

i) Ability to work constructively as a team, understanding school roles and responsibilities and the post holder’s position within these.

j) Ability to identify own training and development needs and cooperate with means to address these.

k) To be responsible for promoting and safeguarding the welfare of children and young people within the school.

In return we can offer you

· a friendly, supportive, skilled staff group

· pupils who are full of pride and enthusiasm for our school

· planned induction with the administration team and continuous professional development

We are committed to safer recruitment, safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. The successful applicant will be required to apply for an Enhanced Disclosure from the Disclosure & Barring Service (DBS). Further information can be found at: https://www.gov.uk/government/organisations/disclosure-and-barring-service
If you are passionate about education, dedicated to fostering a positive learning environment, and possess the skills to excel in this role, we invite you to apply. Join us in shaping the future of our students at John Perryn Primary School.

Application packs are available to download from our website www.johnperryn.ealing.sch.uk 

Please email applications to vacancies@johnperryn.ealing.sch.uk   

Please note CVs will not be accepted.  
Closing date/ shortlisting: Monday 8th January 2024 2020 at 12.00 midday
Interviews: 
Tuesday 16th January 2024
