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Work hard, dream big and never give up.

Job Title:		School Office Admin Assistant 
Salary Scale:	NJC Grade 5
Responsible To:	Headteacher / School Business Manager 

Please evidence and reference all items on the person specification in your application.
 
PERSON SPECIFICATION

	SHORT LISTING CRITERIA
	Essential
	Desirable

	QUALIFICATIONS
	· Grade C or above English and Maths
Evidence of continuing professional development
	Up to date paediatric first aid training

	EXPERIENCE
	
· Experience working in an administrative or office-based role, managing several tasks and meeting deadlines. 
· Experience writing clear, accurate and professional emails and correspondence. 
· Experience using Microsoft Word, Excel and email, including maintaining spreadsheets and checking numerical information. 
· Experience maintaining accurate records and handling confidential information. 
· Experience dealing politely and professionally with customers, visitors or members of the public. 

	· Previous experience of working in a school or educational setting
· Experience managing money and small budgets and finance systems
· Experience of using Arbor and Insight
· Experience editing and using websites and social media platforms


	SKILLS AND KNOWLEDGE
	· In possession of excellent written, verbal and non-verbal communication skills. 
· Able to maintain a positive profile with teachers, governors, parents, pupils and visitors to the school 
· Able to prioritise workload effectively 
· Able to see tasks through to a successful conclusion 
· Able to work to deadlines and pay attention to detail
· Demonstrate an understanding of confidentiality 
· Work effectively within a team 
· In possession of excellent ICT skills
· Proactive, be able to stay calm and polite in a busy setting, highly trustworthy and dependable.
· Be patient and persistent in all matters relating to the role 
· Be tactful, respectful, tolerant and sensitive to the needs of others 
· Be enthusiastic with a positive, optimistic outlook and a sense of humour 
· Solution orientated
· Respectful to the Christian ethos of the school.
	



image1.png




