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Furzedown Primary School
Administrative Officer – Finance and School Administration Support 
Scale 5 (point 12-15) INCLUDE ACTUAL AMONUT AND STATE PAY AWARD PENDING
36 hours per week
Term-time + 1 week, 40 weeks per year
Required from September 2026 
Headteacher: Mrs. D. Morris
Are you highly organised, welcoming and efficient? Do you enjoy working with people and helping a busy school run smoothly? Would you like to make a real difference to our school community by providing high-quality administrative and finance support at the heart of school life?
If so, we would love to hear from you.
Furzedown Primary School is looking to appoint an enthusiastic, professional and proactive Administrative Officer – Finance and School Administration Support to join our friendly and busy school office team.
This is an important role within our school. The successful candidate will help provide a warm and professional first point of contact for parents, carers, pupils, staff, visitors and external agencies, while also supporting the smooth running of school administration, finance processes, pupil records, trips, clubs, wraparound care and wider school communication.
Furzedown is a warm, inclusive and ambitious community school. Our values of Ambition, Inclusion, Creativity, Respect, Happiness and Community sit at the heart of school life. We are looking for someone who will reflect these values in the way they work with children, families, colleagues and visitors.
We can offer:
· A warm, welcoming and inclusive school community.
· A friendly, knowledgeable and supportive staff team.
· Happy, polite and enthusiastic children who enjoy being part of school life.
· Supportive parents, carers and governors who are committed to our inclusive ethos and values.
· A varied and rewarding role at the heart of the school.
· Opportunities for professional development and relevant training.
· A strong values-led culture built around Ambition, Inclusion, Creativity, Respect, Happiness and Community.
We are looking for someone who:
· Has strong administrative, organisational and communication skills.
· Has a good standard of education, including English and Maths at GCSE grade C/4 or above, or equivalent.
· Can provide a warm, calm and professional welcome to parents, carers, visitors, pupils and colleagues.
· Is confident using IT systems, email, spreadsheets and databases.
· Can work accurately and maintain attention to detail, particularly when supporting finance administration, records and school systems.
· Is able to manage competing priorities in a busy school office environment.
· Understands the importance of confidentiality, safeguarding and data protection.
· Can communicate clearly and professionally with parents, carers, staff and external agencies.
· Is flexible, proactive and able to work well as part of a team.
· Is willing to learn new systems and undertake relevant training.
You will have experience in:
· Working in an administrative, office-based or customer-facing role.
· Using IT systems, email, spreadsheets and databases to support accurate administration.
· Communicating professionally with a range of people.
· Handling confidential information with care and discretion.
· Organising tasks, managing deadlines and keeping accurate records.
· Working collaboratively as part of a team.
· Supporting effective systems and routines in a busy working environment.
Experience of working in a school office, using Arbor or another school management information system, or supporting finance administration would be desirable. However, we are equally interested in candidates who can demonstrate the right skills, personal qualities, commitment and willingness to learn.
The role will include:
· Providing a welcoming front-of-house service for parents, carers, pupils, visitors and colleagues.
· Supporting telephone, email and face-to-face enquiries.
· Maintaining accurate pupil records and school information systems.
· Supporting attendance, admissions and pupil data administration.
· Assisting with school finance processes, including payments, orders, invoices and records.
· Supporting the administration of trips, visits, residentials, clubs, Breakfast Club and After School Care.
· Supporting communication with parents and carers, including letters, newsletters, website updates and Arbor messages.
· Providing administrative support to the Headteacher, Senior Leadership Team and School Business Manager.
· Helping to ensure that school office systems are efficient, accurate and well organised.
· Contributing to the safeguarding, inclusion and wellbeing of pupils through effective administrative support and communication.
You will also demonstrate:
· A warm, professional and welcoming manner.
· Flexibility, enthusiasm, initiative and commitment.
· Excellent teamwork and interpersonal skills.
· A strong belief in inclusion and respect for all children and families.
· A calm and solution-focused approach, including when working under pressure.
· Accuracy, reliability and attention to detail.
· A willingness to contribute positively to wider school life.
· Commitment to developing an understanding of school policies and procedures and ensuring these are consistently followed.
This is an exciting opportunity for someone who wants to play a key role in supporting the smooth running of a vibrant, inclusive and values-led primary school. The school office is often the first point of contact for families and visitors, and we are looking for someone who will help ensure that every interaction reflects the warmth, professionalism and community spirit of Furzedown Primary School.
We would particularly encourage applicants to share how they would contribute to our values-led ethos and support a welcoming, inclusive and well-organised school environment.
Visits to the school are warmly welcomed and encouraged. To arrange a visit or request further information, please contact the school office on 0208 672 3480 or email admin@furzedown.wandsworth.sch.uk. Learn more about us at www.furzedown.wandsworth.sch.uk.

Completed applications are to be returned to: Recruitment@furzedown.wandsworth.sch.uk

Application Closing Date: Thursday 16th July 2026 

Interviews:  Applications will be reviewed upon receipt. We reserve the right to close the position once a suitable applicant is appointed. 
We thank all applicants for their interest, however, only those candidates selected for interviews will be contacted

Furzedown Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful applicants will be subject to satisfactory references, online checks and an enhanced DBS clearance.
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