EXCELLENCE EVERY DAY:

EVERYWHERE FoR EVERYONE

Recruitment Pack

Senior Personnel & Data Protection Officer

Join Our Federation Team

An exciting opportunity to play a key role in supporting our schools through personnel
administration, attendance, compliance and data protection.

Working across our successful schools, you will contribute to ensuring that our staff, pupils and
families receive the highest levels of support whilst maintaining robust systems and statutory
compliance.

About Us

The BJS Federation comprises:
Bonneville Primary School
Jessop Primary School

Stockwell Primary School

Together, we are committed to providing an exceptional education, fostering a culture of
inclusion and ensuring that every child thrives academically, socially and emotionally.

Guided by our Federation values of Excellence Every Day, Everywhere for Everyone, we work
collaboratively to create inspiring learning environments where children and staff can flourish.

Executive Headteacher: Ms Andrea Parker



EXCELLENCE EVERY DAY:
EVERYWHERE FOR EVERYONS

The BJS Federation of Schools seeks:

Job Title: Senior Personnel & Data Protection Officer (DPO)

Salary: SO1
Contract: Full Time (TTO)
Location: Central Finance Office

Start Date: September 2026

Required September 2024

The BJS Federation is a vibrant and inclusive school community committed to providing outstanding education
and support for our pupils, families, and staff. We are seeking to appoint a Senior Personnel & Data Protection
Officer (DPO) to play a key role in supporting our schools through effective personnel management and ensuring
compliance with data protection legislation.

Working closely with senior leaders, school staff, and service providers, you will help maintain high standards
of workforce management, safeguarding, and information governance across the Federation

Key Responsibilities;

Pupil Attendance and Welfare

Lead and coordinate attendance systems and processes across the federation.

Monitor attendance and punctuality data, identifying trends and areas of concern.

Work closely with school leaders to implement strategies that improve attendance and reduce persistent
absence.

Coordinate attendance panels, meetings and interventions with families.

Liaise with external agencies, including the Local Authority Attendance Service, where appropriate.
Ensure attendance procedures comply with statutory guidance and local authority requirements.
Produce attendance reports for school leaders, governors and federation committees.

Support the development of a positive culture of attendance across the federation.
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Personnel & HR
> Lead the day-to-day personnel function across the Federation.
> Provide advice and guidance to school leaders on HR policies, procedures, and employment
matters.
Manage recruitment processes, onboarding, and induction arrangements.
Maintain accurate employee records and personnel files.
Manage absence management, employee relations, and employee wellbeing initiatives.
Liaise with Lambeth HR services and external partners as required.
Ensure compliance with employment legislation, school policies, and local authority guidance.
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Data Protection Officer (DPO)
> Act as the Federation's designated Data Protection Officer.
> Monitor and advise on compliance with UK GDPR, Data Protection Act 2018, and school information
governance requirements.
Develop and maintain data protection policies, procedures, and records.
Support staff in handling personal data appropriately and securely.
Lead on data protection training and awareness across the Federation.
Manage data breach reporting and investigations where required.
Serve as the key point of contact for data protection matters.
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About you

We are looking for a professional who has a strong knowledge of personnel administration and HR practices,
together with a sound understanding of UK GDPR and data protection requirements. The successful
candidate will be able to build effective working relationships with school leaders, staff, governors, and
external agencies, demonstrating excellent organisational, communication, and interpersonal skills. They will
be able to manage confidential and sensitive information with professionalism and discretion, while
maintaining a high level of accuracy and attention to detail. The ability to prioritise competing demands
and work effectively in a busy school environment is essential, as is a commitment to safeguarding and
promoting the welfare of children and young people.

What we offer

At the BJS Federation of Schools, we are committed to supporting our staff to thrive professionally and personally.
We recognise that our employees are our greatest asset and are proud to offer:

¢ A welcoming, inclusive and supportive working environment across our Federation schools.

The opportunity to work alongside experienced and dedicated professionals who are committed to
achieving the best outcomes for children.

A strong culture of collaboration, teamwork and professional respect.

Ongoing professional development and training opportunities to support career progression.
Access to high-quality safeguarding, HR, attendance, GDPR and compliance training.
Opportunities to work across vibrant and diverse school communities.

A commitment fo staff wellbeing and work-life balance.

Access fo employee wellbeing support and assistance programmes.

Regular opportunities to contribute to school improvement and wider Federation initiatives.

A leadership feam that values innovation, inifiative and contfinuous improvement.

Generous Local Government Pension Scheme membership.

Access to occupational sick pay and family-friendly policies.

A cycle-to-work scheme (if applicable).

The opportunity to make a genuine difference to the lives of children, families and communities every day.

Why Join Us?

The BJS Federation is a highly successful partnership of schools committed to excellence, inclusion and
community. We pride ourselves on developing talented staff, nurturing positive relationships and creating an
environment where everyone can flourish. This is an exciting opportunity to join a dedicated Federation feam and
play a key role in supporting our schools to provide outstanding education and care for every child.

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and
expect all staff and volunteers to share this commitment. This post is subject to an enhanced DBS check

How to apply:

1. Please ask Jade Bryan, PA to the Executive Headteacher, for a recruitment pack via email
pa@bjsfederationofschools.co.uk or download the job description, person specification and application form
from the school website hitp://www.bonneville-primary.lambeth.sch.uk/news/vacancies.htm

2.  Email the completed application form to Jade Bryan via pa@bijsfederationofschools.co.uk

Please note CVs will not be accepted.

Closing: Wednesday 17th June 2026 (12.00 noon)


mailto:pa@bjsfederationofschools.co.uk
http://www.bonneville-primary.lambeth.sch.uk/news/vacancies.htm
mailto:pa@jsfederation.org.uk
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Job Description

Job Title: Senior Personnel & Data Protection Officer (DPO)
Grade: SOT

Purpose of the Post

The Senior Personnel and Data Protection Officer is responsible for leading and managing personnel
administration, data protection, attendance monitoring and compliance functions across the
Federation. The postholder will ensure that effective systems, processes and procedures are in place to
support the efficient operation of the schools, whilst ensuring compliance with employment legislation,
UK GDPR, Data Protection Act requirements and other statutory responsibilities.

Working closely with the Executive Headteacher, Heads of School and senior leaders, the postholder
will provide expert advice and support on personnel matters, recruitment, safeguarding compliance,
aftendance processes, information governance and records management. They will oversee the
maintenance of accurate personnel and pupil records, support workforce planning and recruitment
processes, and ensure that the Federation meets its statutory obligations relating to data protection,
safer recruitment and regulatory compliance.

As the Federation's Data Protection Officer, the postholder will promote a culture of accountability,
confidentiality and best practice in information management, ensuring that staff understand and
adhere to their responsibilities regarding data protection and information security.

The postholder will play a key role in supporting school leaders to improve attendance outcomes,

strengthen compliance systems and maintain high standards of operational effectiveness, contributing
to the overall success, safety and wellbeing of pupils, staff and the wider school community.

Key Responsibilities:

Pupil Attendance and Welfare

> Lead and coordinate attendance systems and processes across the federation.

> Monitor attendance and punctuality data, identifying tfrends and areas of concern.

> Work closely with school leaders to implement strategies that improve attendance and reduce
persistent absence.

> Coordinate attendance panels, meetings and interventions with families.

> Liaise with external agencies, including the Local Authority Attendance Service, where
appropriate.

> Ensure attendance procedures comply with statutory guidance and local authority
requirements.

> Produce attendance reports for school leaders, governors and federation committees.

> Support the development of a positive culture of attendance across the federation.



Personnel & HR

A\

Lead the day-to-day personnel function across the Federation.

Provide advice and guidance to school leaders on HR policies, procedures, and
employment matters.

Manage recruitment processes, onboarding, and induction arrangements.

Maintain accurate employee records and personnel files.

Manage absence management, employee relations, and employee wellbeing initiatives.
Liaise with Lambeth HR services and external partners as required.

Ensure compliance with employment legislation, school policies, and local authority
guidance.
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Data Protection Officer (DPO)
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Act as the Federation’s designated Data Protection Officer.

Monitor and advise on compliance with UK GDPR, Data Protection Act 2018, and school
information governance requirements.

Develop and maintain data protection policies, procedures, and records.

Support staff in handling personal data appropriately and securely.

Lead on data protection training and awareness across the Federation.

Manage data breach reporting and investigations where required.

Serve as the key point of contact for data protection matters.
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Person Specification

Qualifications and Training

Essential

GCSE Grade C/4 or above (or equivalent) in English and Mathematics.
Good standard of general education.

Evidence of relevant professional development.

GDPR/Data Protection training or willingness to undertake fraining.
Safeguarding Level 3 fraining or willingness to undertake fraining.

Safer Recruitment tfraining or willingness to undertake training.

Desirable

CIPD Level 3 qualification or equivalent HR qualification.
Attendance and Inclusion training.

Training in school information systems (e.g. SIMS).
Prevent Duty training.

First Aid at Work qualification.

Knowledge and Understanding

Essential

Knowledge of data protection principles and confidentiality requirements.

Understanding of personnel administration processes, including recruitment, contracts and
record keeping.

Understanding of safeguarding requirements and safer recruitment practices.

Knowledge of school attendance procedures and the importance of promoting good
aftendance.

Understanding of the need for accurate record keeping and compliance with statutory
requirements.

Awareness of equality, diversity and inclusion principles.

Desirable

Knowledge of school-based HR systems and processes.
Understanding of school compliance requirements, including the Single Central Record.
Knowledge of attendance legislation and local authority procedures.

Experience

Essential

Experience of working in an administrative, HR, compliance or school office environment.
Experience of maintaining accurate records and databases.

Experience of handling confidential and sensitive information.

Experience of communicating effectively with a range of stakeholders.

Experience of working to deadlines and managing competing priorities.



Desirable

Experience of working in a school or educational setting.

Experience of supporting recruitment processes.

Experience of monitoring attendance and producing attendance reports.
Experience of supporting GDPR compliance and information governance.
Experience of maintaining a Single Central Record.

Skills and Abilities

Essential

Excellent organisational and administrative skills.

Ability to prioritise workload and meet deadlines.

Strong written and verbal communication skills.

Ability to maintain confidentiality and professionalism at all times.

Good ICT skills, including Microsoft Office applications.

Ability to analyse data and present information clearly.

Ability to build positive relationships with staff, pupils, parents and external agencies.
High level of accuracy and attention to detail.

Ability to work independently and as part of a team.

Desirable

Ability to deliver training or briefings to staff.
Experience of producing reports for senior leaders or governors.
Experience of using attendance, HR or compliance management systems.

Personal Qualities

Essential

Commitment to safeguarding and promoting the welfare of children and young people.
Professional, approachable and trustworthy.

Calm and resilient when working under pressure.

Flexible and adaptable to changing priorities.

Positive and solution-focused approach.

Commitment to providing high-quality support and service.

Ability to maintain discretion when dealing with sensitive matters.

Other Requirements

Essential

Enhanced DBS clearance and satisfactory pre-employment checks.
Commitment to ongoing professional development.
Ability to work across Federation sites as required.

Desirable

Willingness to attend occasional evening meetings or fraining events.



