


 School Administrator

Person Specification

		
	
	Essential /
Desirable

	Experience
	Experience of working in an office environment and managing a diverse workload
	E

	
	Excellent numeracy/literacy skills

	E

	
	Experience of ICT packages (minimum Word, Excel and Email)
	E

	
	Experience of administrative work in a primary school
	D

	
	Working knowledge of Arbor and ParentPay
	D

	Education and Qualifications

	Level 2 qualification in English and Maths 
	E

	
	NVQ 2 or equivalent qualification in relevant discipline
	E

	
	Excellent standard of spoken and written English
	E

	
	First Aid qualification (or willingness to take training)
	D

	
	Relevant NVQ Level 3 qualification
	D

	Knowledge and Skills
	Effective interpersonal, communication and organisational skills
	E

	
	Be adaptable and able to work flexibly and proactively
	E

	
	Ability to work to deadlines with great attention to detail
	E

	
	Good resilience, motivation and determination 
	E

	
	Excellent understanding and ability to use IT and technology
	E

	
	Excellent keyboard/computer skills
	E

	
	Ability to identify own training and development needs and cooperate with means to address these
	E

	
	Ability to work both as part of a team and under own initiative
	E

	
	Ability to seek advice and support when necessary
	E

	
	Ability to deal sensitively with children and adults
	E

	
	Working knowledge of Child Protection and Health & Safety issues and procedures
	D

	
Personal Qualities
	Commitment to own professional development 
	E

	
	Ability to maintain confidentiality
	E

	
	Approachable, friendly and helpful
	E

	
	Resilient and motivated
	E

	
	Methodical and confident
	E

	

Special Requirements
	Satisfactory Disclosure and Barring Service (DBS) check
	E

	
	Commitment to and understanding of moral and statutory responsibility to safeguard and promote the welfare of all children
	E

	
	Commitment to make every effort to provide a safe and welcoming environment, underpinned by a culture of openness where both children and adults feel secure, able to talk and believe that they are being listened to
	E

	
	Maintaining an attitude of ‘it could happen here’ where safeguarding is concerned
	E

	
	Ability to occasionally attend meetings/events outside normal hours of work for this post
	E

	
	Ability to move deliveries and equipment/small items of furniture 
	E

	
Equal Opportunities
	Commitment to, and understanding of, the principles of equal opportunities for all, in employment and the delivery of services
	E
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