
Person Specification
	
	
Essential

	
Desirable

	
Qualifications

	
Very good standard literacy / numeracy
	
Administrative / IT National Qualifications Level 3


	
Experience

	
Ability to use initiative and make decisions

Ability to work within set deadlines

Experience of working with the public (adults and children

Work constructively as part of a team

Excellent interpersonal communication both verbally and in writing
	
Experience of working with minimal supervision

Experience of supporting and organising meetings

Develop, manage and implement relevant administrative and/or financial procedures

Planning, developing and monitoring support systems and procedures

Maintaining and updating of recording and information systems

Experience of working in an educational setting


	
Knowledge, Skills and Understanding
	
Good IT skills
	
Analytical skills for interpreting data and complex information

Understanding of how to use a MIS

Knowledge of financial management regulations, procedures and practice, development and implementation of financial systems

Full working knowledge of relevant school policies / codes of practise and general awareness of relevant legislation


	
Other

	
Fully support the school’s vision, aims and ethos and always present a professional image

Excellent interpersonal skills that will develop good relationships with parents, pupils and staff

Willingness to adapt and take on new tasks and responsibilities commensurate to the role

Willingness and ability to be self- reflective and to seek out help and advice as required

	
Expertise that will complement existing team
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