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Employee Specification 
School Administrator

Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential’ requirements indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post. The points detailed under ‘Desirable’ requirements are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential but may be used to distinguish between acceptable candidates.
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	Person Specification
	Essential
	Desirable
	Method of Assessment


	Skills


	Able to communicate effectively at all levels.
	
	
	A & SP

	Able to deal with telephone calls and face-to-face visitors in a professional, sensitive and confident manner.
	
	
	A & SP

	Able to prioritise own and others’ work to meet conflicting deadlines.
	
	
	A & SP

	Excellent word processing skills.
	
	
	A & SP

	Excellent organisation skills.
	
	
	A & SP

	Able to produce and present routine reports and data.
	
	
	A

	Able to accurately enter/retrieve data information from information systems.
	
	
	A & SP

	Able to establish and maintain accurate records using both manual and electronic systems.
	
	
	A


	Knowledge  


	Knowledge of general office procedures and practice.
	
	
	A & SP

	Knowledge of school attendance and dinners procedures and practice.
	
	
	A & SP

	NVQ or Level 3 equivalent.
	
	
	A & SP


	Experience


	Experience of working in a school office environment.
	
	
	A

	Experience of working in partnership with others to deliver work to set deadlines.
	
	
	A

	Experience of dealing with more complex queries from a wide range of people.
	
	
	A 

	Experience of working unsupervised and managing own work load.
	
	
	A & SP

	Experience of overseeing the work of others.
	
	
	A & SP

	Experience of providing customer focused services.
	
	
	A

	Experience of participating in teams and using own initiative.
	
	
	A & SP

	Experience in the use of the Microsoft package.
	
	
	A & SP

	Experience of using Compass
	
	
	A & SP

	Experience of extracting and analysing data from information databases.
	
	
	A

	Experience in EHCP administration	
	
	
	

	Experience in HR administration
	
	
	


	Behavioral and other related characteristics 


	Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post, and as an employee of the Council.
	ü
	
	A & SP

	Willing to carry out all duties having regard to an employee’s responsibility under the Council’s Health and Safety Policies
	ü
	
	A & SP

	To display a responsible and co-operative attitude to working towards the achievement of the service area aims and objectives
	ü
	
	A & SP

	Ability to work under pressure and prioritise effectively.
	ü
	
	A & SP

	Commitment to maintaining confidentiality at all times.
	ü
	
	A & SP

	Commitment to safeguarding and equality.
	ü
	
	A & SP

	Commitment to personal development and learning.
	ü
	
	A & SP





1

image1.jpeg
(O
“SILC

East Specialist Inclusive
Learning Centre

B




