 
 

Person Specification – Office Manager
For evidence, A = Application, I = Interview, R = Reference
	
	Essential 
	Desirable 
	How it will be assessed

	Qualifications
	
	
	

	Good standard of Education – GCSE at Grade C and above, or equivalent
	 x
	
	

	NVQ Level 3 in Business Administration or equivalent qualification in a relevant discipline (or working towards)
	
	x
	A

	Evidence of continuing training and professional development
	
	x
	

	Experience 
	
	
	

	Previous experience of working in an office environment at senior level
	x
	
	

	Experience of Line Management
	x
	
	

	Developing, managing, and operating clerical/administrative/financial and organisational systems
	x
	
	

	Analysing and evaluating data 
	x
	
	A, I

	Arbor knowledge 
	
	x
	

	Inventry software knowledge
	
	x
	

	Confident using IT applications including Microsoft 
	x
	
	

	Qualities, skills, knowledge and abilities
	
	
	

	A practical understanding of school office practice and procedures
	x
	 
	

	Experience of using school management information systems (Arbour)
	x
	
	

	To be flexible and highly organised and possess excellent organisational skill and very high levels of accuracy and attention to detail
	x
	
	

	Must be able to organise their own time and that of the office team and have the ability to manage a constant workload with often conflicting demands in order both to deal with the diverse range of matter and to meet deadlines
	x
	
	

	To work to deadlines in a calm and confident manner when under pressure
	x
	 
	

	Professional and approachable providing excellent team support
	x
	
	

	Understanding of safeguarding procedures for schools, data protection regulations and e-safety
	x
	
	

	A positive attitude, energy, flexibility and resilience
	x
	
	A, I

	Experience of working closely with students/parents/carers and teaching and support staff in a learning environment
	
	x
	

	Understanding of school’s admissions procedures
	
	x
	

	Assign homework and exercise in accordance with academy policy
	x
	
	

	Knowledge of various teaching methods
	x
	
	

	Able to maintain confidentiality in all circumstances
	x
	
	

	Proactive approach to work being responsive, empathetic, and supportive to all within the school  
	x
	
	

	Flexible to always enable a responsive service
	x
	
	

	Special Requirements
	
	
	

	Successful candidate will be subject to an Enhanced Disclosure and Barring Service Check
	x
	
	A



	Safeguarding
	
	
	

	The Lowry Academy is committed to safeguarding and promoting the welfare of children, young people, and vulnerable adults.  All staff and volunteers are therefore expected to behave in such a way that supports this commitment.
	x
	
	I, R
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