[image: image1.png]


Our pupils are looking for someone, “who is kind and helpful and has a smile on their face.”
[image: image2.png]




Bygrove Primary School

Bygrove St, Poplar, London, E14 6DN
We are looking for an Office Manager
35 hours per week Scale 6 point 18-20 (£29,544 - £30,618 pro rata term time only + 2 weeks) 
About us
Bygrove is a warm, friendly one-form entry school situated a stone’s throw from Canary Wharf in the heart of London’s vibrant Eastend. Our pupils are at the heart of everything we do. They are happy, friendly and well-behaved and they love learning.  Our staff team look after each other and are dedicated to the children and families at the school.  
Bygrove is part of The LETTA Trust, a multi-academy trust and SCITT. We run a highly successful initial teacher training programme and are also an accredited apprenticeship provider. We are currently training 22 teaching assistant and 33 team leader apprentices.  
This is what we are looking for:
· A proactive and reflective person who enjoys learning, organising and supporting others  

· Someone with the skills to lead and motivate their team so that the school office delivers an excellent service to staff, students and visitors
· Someone who is resilient, confident in decision making, able to work under pressure and has an eye for detail

This is what we offer you:
· Regular 1:1s with the Head focussing on personal reflection, coaching and mentoring

· A range of training opportunities

· Opportunities for career progression across schools and in the central operations team. This post suits a candidate at the beginning of a career in school administration leadership
· Conditions and pay in line with the best in the borough

How to apply:
· Download an application pack https://www.bygrove.org.uk/Contact-Us/Vacancies/
· Completed applications should be sent to: fdurnian@letta.org.uk by closing date below. 

· To discuss the post or organise a visit contact Fiona Durnian, Head, on 020 7538 4925
Closing date for applications: Thursday 28th October 2021
Interview: Friday 5th November 2021 
*The LETTA Trust is committed to safeguarding children & young people.  All post holders are subject to satisfactory enhanced DBS checks*
We ensure fairness & equal opportunities throughout our staff team & welcome applications from suitably skilled candidates regardless of ethnicity, gender, disability, sexuality, religion or age.  
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