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Qualifications & Training
GCSEs (or equivalent) in English and Maths – Essential
Willingness to undertake safeguarding, data protection and systems training – Essential
Relevant administrative or ICT qualification – Desirable
Safeguarding or safer recruitment training – Desirable
Experience
Experience in an administrative or office-based role – Essential
Experience in a busy, customer-facing environment – Essential
Experience prioritising workload and meeting deadlines – Essential
Experience in a school or educational setting – Desirable
Experience using school systems (e.g. SIMS) – Desirable
Experience supporting statutory processes (e.g. census, FSM) – Desirable
Skills & Knowledge
Excellent written and verbal communication – Essential
Strong organisational skills and attention to detail – Essential
Ability to work calmly under pressure – Essential
Confident ICT skills (Word, Excel, email, databases) – Essential
Understanding of data accuracy and confidentiality – Essential
Knowledge of safeguarding and GDPR – Desirable
Personal Qualities
Warm, welcoming and professional manner – Essential
Trustworthy and discreet – Essential
Proactive and able to use own initiative – Essential
Flexible and adaptable – Essential
Committed to the values and ethos of the school – Essential
Safeguarding
Commitment to safeguarding and promoting the welfare of children – Essential
Willingness to undergo enhanced DBS and safer recruitment checks – Essential
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