
Fairfield Infant and Nursery School
Business Assistant Grade 5
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	Minimum requirement of GCSE in Mathematics and English.
	NVQ Level 3 or equivalent in Administration or Customer Service.

	EXPERIENCE
	A breadth of experience in providing practical administration/financial support in an office environment
Experience of using IT 

systems, including 

Microsoft Office e.g. to 

prepare documents and 

input and retrieve data 

and place orders

Time management and 

ability to meet deadlines 

Dealing with members 

of the public, partner 

organisations and 

external suppliers

	Experience of working within a school setting.

	KNOWLEDGE AND SKILLS
	Ability to organise and 

prioritise routine tasks 

Accuracy and attention 

to detail 

Ability to communicate 

effectively by telephone 

and in writing
Strong IT skills including 

spreadsheets, 

databases, 

communication and 

information systems. 

Straightforward data 

analysis, manipulation 

and interpretation 

following clear 

procedure and guidance 

to provide information. 

Good interpersonal skills

	Understanding the implications of GDPR
Knowledge of school policies and procedures

	PERSONAL QUALITIES AND EFFECTIVENESS
	Confident and at ease when meeting and communicating

effectively with a diverse range of people
Adaptable and flexible

Clear commitment to the team approach

Able to exchange ideas and provide support for colleagues

Ability to remain calm under pressure and employ tact and diplomacy in difficult/sensitive situations

Commitment to personal development

Reliable, trustworthy and loyal

Understanding of confidentiality issues

Resilient
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