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Person Specification
	
	ESSENTIAL
	DESIRABLE

	Personal Attributes
	· Be responsive and reflective
· Carrying out administrative tasks 
· Dealing with face-to-face and telephone interactions 
· Working with children or young people 
· Working and collaborating within a team  
· Be accountable, honest and reliable
· Provide individuals with confidence, inspiration, direction and guidance
· Understanding and empathy with the work of the school
· Self-motivate with a positive attitude

	

	Job Skills
	· Ability to identify and prioritise urgent issues 
· Possess a good ability to communicate effectively using records, reports, emails, and verbal communication with individuals and groups. 
· The ability to work with initiative and to tight deadlines 
· Understanding of the importance of confidentiality and appreciation of the implications of the Data Protection Act and GDPR
· Show resilience under pressure
· Ability to prioritise  
· Ability to use IT: Microsoft Excel, Word and Google   
· Strong organisational skills 
· Attention to detail 
· Ability to work collaboratively and co-operatively with all professional colleagues and students  

	

	Knowledge
	· Knowledge and understanding of the principles of teamwork 
· Non-discriminatory practice  
· Working as part of a team
· Good understanding of safeguarding legislation, policy and procedures.

	· Previous experience of working in an education setting. 


	Experience
	· Working individually and within a team 
· Carrying out administrative tasks 
· Dealing with face-to-face and telephone interactions 
· Experience of taking minutes
· Experience of proof-reading finance or accounting knowledge and experience 
· Previous experience in a similar role 
· Understanding of financial regulations and internal control procedures
· Excel skills 
· Experience using financial software 
	· Have experience in working with children/and or young people in an education environment.
· Experience of liaising with different groups/agencies 
in the wider community


	Qualifications
	· Minimum of maths and English at grade C or equivalent 
	· Finance or accountancy qualification

	Training
	· Commitment to personal and professional development.
· Ability to engage with learning opportunities including effective use of supervision, training, e-learning and feedback
	

	Working conditions
	· A satisfactory DBS will be required for all employees
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