[image: ]

Person Specification
Essential Skills & Experience
· Experience working in an administrative or school office environment.
· Strong organisational skills and attention to detail.
· Ability to manage multiple tasks and prioritise effectively.
· Excellent communication skills, both written and verbal.
· Confident using IT systems including email, spreadsheets, and management software.
· Ability to maintain confidentiality and handle sensitive information.
· Ability to work independently and as part of a team.
Desirable Skills & Experience
· Experience working in a school or educational setting.
· Knowledge of safeguarding and safer recruitment processes.
· Experience with finance systems such as NEO or ParentPay.
· First aid training or willingness to undertake training.
Personal Qualities
· Professional, approachable, and supportive.
· Flexible and willing to adapt to changing priorities.
· Reliable, punctual, and committed to high standards.
· Positive attitude and willingness to learn.
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