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The person specification is related to the requirements of the post as determined by the job description. Shortlisting is carried out on how well the candidate meets the requirements of the person specification in the job application.

Experience & Training
Essential
· Experience of working in an administrative environment.
· Experience of handling confidential and sensitive information appropriately.
· Experience of using IT systems for record keeping and reporting.
· Commitment to continued professional development.

Desirable
· Experience of working in a school or educational setting.
· Experience of supporting HR processes such as recruitment administration or payroll checking.
· Experience of line management or supervising others.
· Experience of premises, contract and facilities administration.
· NVQ Level 4 (or equivalent) in Business and Administration.
· Evidence of relevant training in finance, HR, health and safety or safeguarding.
· Experience of financial administration

Knowledge & Understanding
Essential
· Understanding of financial processes and the importance of accurate record keeping.
· Awareness of health and safety responsibilities within a workplace.
· Understanding of the importance of safeguarding and child protection in schools.
· Knowledge of effective administrative systems and office procedures.
Desirable
· Knowledge of school funding.
· Knowledge of financial regulations and compliance requirements.
· Awareness of employment processes and the importance of safer recruitment.
· Awareness of Keeping Children Safe in Education requirements 
· Familiarity with Management Information Systems (MIS) used in schools such as Arbor.

Skills & Abilities
Essential
· Strong organisational skills with the ability to prioritise workload and meet deadlines.
· Good numeracy skills with attention to detail and accuracy.
· Ability to analyse and interpret data and produce clear reports.
· Effective written and verbal communication skills.
· Ability to build positive relationships with staff, pupils, parents, governors and external agencies.
· Competent IT skills ICT packages including Excel including financial management systems.
· Ability to maintain confidentiality and exercise discretion at all times.
· Problem solving skills and the ability to use initiative appropriately.
· Ability to work both independently and as part of a team.
Desirable
· Ability to contribute to strategic planning and school improvement.
· Ability to identify opportunities for income generation and cost savings.
· Confidence in presenting information to senior Leaders and governors.
· Basic project management skills.

Leadership & Management
Essential
· Willingness to develop leadership and line management skills.
· Ability to support and motivate administrative and premises staff.
· Capacity to contribute positively to senior leadership team and governing board discussions (when required).
Desirable
· Experience of supervising staff or coordinating team activities.
· Ability to manage contracts and external service providers effectively.

Personal Qualities
Essential
· High level of integrity and professionalism.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Proactive, flexible and adaptable approach to work.
· Commitment to equality, diversity and inclusion.
· Resilient and able to work under pressure.
· Enthusiastic and motivated to learn and develop within the role
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