[image: https://www.bousfieldprimaryschool.co.uk/i/design/bousfield.png]BOUSFIELD PRIMARY SCHOOL
Person Specification
Administrative Officer
[bookmark: _GoBack]
Qualifications and Experience 
Essential 
Excellent literacy and numeracy skills – hold GCSE English & Maths, grade C and above or equivalent. 

Desirable
 Extensive experience of working in a business or school environment. 


Skills and Attributes
Essential 
 Confident in the use of Microsoft Excel and Word, Outlook and internet. 

 Willingness to undertake further IT training. 
 Fast and accurate keyboard skills. 
 Excellent organization and communication skills. 
 Ability to multi-task, work under pressure and ensure deadlines are met. 
 Teamwork, and understanding your position & responsibilities within the school.
 Commitment to the safeguarding and welfare of children.
Desirable 
 Experience of SIMS.net and SIMS FMS and parent payment systems eg ParentPay. 

Personal Qualities 
 Skilled at sustaining positive relationships with staff, children, parents and visitors. 
 Ability to assess and diffuse difficult situations and foster an inclusive environment. 
 Ability to approach all confidential matters with discretion, sensitivity and diplomacy. 
 Confident, positive and flexible attitude with a willingness to listen, learn and reflect. 
 Ability to remain calm, coping with the unexpected and maintaining a professional demeanour. 
 Self-motivated and resilient.
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