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	Job Title
	Grade
	School
	Address

	Administrator and Attendance Officer Role
	2B
	St Philip’s RC Primary School

	St Philip’s RC Primary School
Cavendish Road, Salford, M7 4WP



	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	M.O.A.

	1.
	Practising Catholic or supportive of the Catholic ethos of the school.
	A, I

	2.
	Has up to date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people
	A , I

	3.
	Displays commitment to the protection and safeguarding of children and young people
	A , I

	4.
	Full proficiency in the use of Microsoft Office packages to include Word, Publisher and Excel
	A , I 

	5.
	Proven experience and ability in word processing, desktop publishing and document layout
	A , I 

	6.
	Excellent numeracy and literacy skills
	A , I

	7.
	Willingness to undertake continuing training in ICT e.g. Evolve system, school management system etc.
	A , I

	8.
	Ability to prioritise and manage own time effectively, working under pressure and meeting deadlines
	A , I

	9.
	Excellent written and oral communication skills to aid working with parents/ carers, the staff team, governors and wider professionals.
	A , I

	10.
	Ability to work in a confidential manner
	A , I

	11.
	Ability to work and communicate in an effective manner with other staff, parents and children.
	A , I

	12.
	Experience of working in a busy office environment and being able to multitask
	A , I

	13.
	Ability to create a good first impression to parents / visitors
	A , I

	14.
	Willingness to undertake continuing training in Safeguarding and Child Protection
	A , I

	15.
	Awareness of disability, diversity and equality when dealing with school community
	A, I

	16.
	Ability to remain resilient and motivated to complete tasks and become fully involved in school life
	A, I

	17.
	Willingness to undertake first aid training and take responsibility for supporting pupil medical needs, care plans and medication. 
	A,I

	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	M.O.A.

	1.
	Experience of day to-day workings of a primary school.
	A , I

	2.
	Knowledge / experience of the working of a school governing body
	A , I

	3.
	Has previous administrative experience in a busy school or commercial office setting
	A,I

	4.
	Knowledge of a school systems such as SIMS,  Parentpay etc.
	A , I

	5.
	Knowledge/understanding of current statutory guidance and legal frameworks relating to school attendance.
	A, I


Method of assessment (M.O.A.)
A = Application form   
C = Certificate 
I = Interview

Please be aware that there will be an unseen task as part of the interview.
	References
	Positive recommendation from all referees, including current employer.
	
	References

	Application Form
	The form must be fully completed and legible. The supporting statement should be clear,  concise and related to the specific post.
	
	Application form





Note to applicants


Whilst all criteria below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them on your application form. Failure to do so may mean that you will not be invited for interview.








