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PERSON SPECIFICATION – OFFICE ADMINISTRATOR
JOB TITLE: Office Administrator 
SALARY SCALE: Band 3
Hours: Full-time, 36.25 Hours per week
Working weeks: Term-time plus 5 INSET days
Responsible to: School Business Manager
	Qualifications & Knowledge 
	Essential 
	Desirable 

	Good standards of written and oral language skills
	X
	

	English and Mathematics GCSE Grade 4 or above (or equivalent)
	X
	

	Administrative qualifications equivalent to Level 2 
	X
	

	Good IT knowledge and literacy
	X
	

	First Aid qualification or willing to work/working towards
	
	X



	Experience 
	Essential 
	Desirable 

	Experience of providing a wide range of administrative tasks / support in a similar environment (ideally within a school setting) and the maintenance and updating of various record systems
	X
	

	Experience of working within a team and on own initiative to achieve collective goals
	X
	

	Experience of data input/extraction using a wide variety of databases and ICT packages and systems (ideally including use of a school information management system)
	X
	

	Experience of taking minutes of meetings
	
	X

	Experience of basic financial processes
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	Knowledge 
	Essential 
	Desirable 

	Best practice and use of telephone systems
	X
	

	Flexible approach to supporting children and families as part of role
	X
	

	Competent in the use of ICT packages, including word processing and computerised systems (ideally having knowledge of or having experience using school information management systems)
	X
	

	Ability to use relevant office equipment effectively in relation to job role
	X
	

	Understanding of safeguarding procedures and data protection
	X
	



	Skills & Abilities
	Essential 
	Desirable 

	Excellent communication/administration skills with the ability to communicate effectively with all customers, both internal and external
	X
	

	Ability to handle situations with sensitivity, tact and diplomacy with a customer focused approach to service delivery and high performance
	X
	

	Ability to analyse non-complex queries and issues at first point of contact and identify appropriate solutions, responding independently to unexpected problems and situations where appropriate
	X
	

	Ability to initiate developments to improve practice
	X
	

	Ability to work under pressure and multi-task
	X
	

	Able to develop effective working relationships with all internal and external partners
	X
	


Safeguarding
The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Enhanced disclosure from the disclosure and barred service is essential. Two references from recent Headteacher’s or Senior Leaders and a full document check are also required. Any offer of a job will be subject to all these aspects being fulfilled completely. Any irregularities in this process will result in a withdrawal of the offer.
This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the appraisal process or as appropriate.
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