	PERSON SPECIFICATION – School Administrator 


	MINIMUM REQUIREMENTS


	Qualifications/Experience
	Essential

	Desirable

	Possess GCSE A* - C in English and Maths or equivalent.
	x
	

	To hold or be willing to work towards a NVQ level 2 qualification in Business Administration. 
	
	x

	Current or recent experience of front of house administrative work.
	x
	

	Current or recent experience of administrative work in a school setting.
	
	x

	Experience of using school SIMS or other Management Information System. 
	
	x

	Experience of Microsoft Office software packages such as Word, Excel and Outlook.
	x
	

	Knowledge of safeguarding procedures in relation to visitors in a school environment.
	
	x

	Evidence of continued professional development
	x
	

	To hold or to be willing to undertake a certificate in first aid 
	x
	

	Skills


	Highly competent in using IT software, including Microsoft Office and Digital platforms
	x
	

	Communicate effectively and accurately both verbally and in writing. 
	x
	

	Ability to deal with situations under pressure in a tactful, calm and confident manner.
	x
	

	Excellent time management and self-motivation skills.
	x
	

	Ability to plan and prioritise own workload to meet deadlines.
	x
	

	Flexible and able to adapt to changing workloads and new challenges.
	x
	

	Address sensitive matters with a caring manner whilst always maintaining confidentiality.
	x
	

	Act on own initiative and be proactive when solving problems.
	x
	

	Work constructively as part of a team.
	x
	

	Ability to identify your own training and development needs
	x
	

	Other Requirements


	Personal commitment to continuous self-development.
	x
	

	Personal commitment to the school’s professional standards.
	x
	

	Personal commitment to the welfare and safeguarding of children
	X
	

	Ability to work occasional evenings to provide reception cover for school events.
	
	x


