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	Criteria Category
	Essential Criteria (Required)
	Desirable Criteria

	Qualifications
	· GCSE Grade C/4 or above in English and Maths
· NVQ Level 3 in Business/School Administration (or equivalent experience).
	· Relevant qualifications in school business management or accountancy.

	Experience
	· Proven administrative or operational experience within a school office framework.
· First-hand experience managing budgets, invoicing, or financial software.
· Demonstrable experience maintaining highly secure, confidential information.
	· Prior experience specifically working within a small-scale or village primary school.
· Experience of successfully working within a job-share or tightly shared work schedule.

	Skills & Knowledge
	· Excellent interpersonal skills suited to representing a close-knit school community.
· Independent problem-solving skills to manage a dynamic workload without direct oversight.
	· Comprehensive understanding of the Bury Local Authority financial guidelines.
· Up-to-date knowledge of Keeping Children Safe in Education (KCSIE) compliance guidelines and Safer Recruitment.

	Professional Values and Personal Attributes
	· Enthusiastic commitment to supporting the distinctive Christian ethos of our school.
· Flexible and collaborative
· Ability to plan and manage time efficiently 
· To be able to communicate sensitively and professionally
	



