St Bernadette’s Catholic Primary School – Person Specification Administration Officer 
	
	Essential
	Desirable

	Catholic Ethos
	· Empathy with the Catholic Faith
· To be able to promote the school’s aims positively
	· Catholic

	Qualifications , experience and training
	· English and Maths to GCSE standard grade or beyond.
· Experience of using a range of software products including Microsoft Office
· To have worked in a school or similar environment
· Experience of working successfully and co-operatively as a member of a team
· Experience of producing reports and documents both using templates and using your own skills and initiative
· Experience of working in a financial role
· Experience of working with members of the public
	· Training in the use of various types of software
· Office experience of at least two years
· Financial qualifications


	Knowledge
	· An understanding of the statutory requirements of legislation concerning Safeguarding, including Child Protection, Equal opportunities, health and Safety and inclusion
· Confidence in the use of Excel, Word, E-mail and other software programmes
	· Experience of working with Schools information Managements systems or equivalent
· Experience of financial and banking procedures

	Skills and Abilities
	· The ability to establish and develop appropriate relationships with parents, governors, children and other staff members as well as members of the extended community
· To maintain a professional approach at all times
· To maintain confidentiality and deal sensitively with personal information
· Effective communication (both orally and in writing) at all levels to a variety of audiences e.g. pupils staff, parents, visitors
· Promote a positive working environment
· The ability to prioritise workloads; have excellent time management and organisation skills
· To be able to work under pressure and meet deadlines
· To produce accurate work with attention to quality and detail, including a high level of literacy skills
· To be able to use initiative
· To be able to work as part of a team
	

	Personal characteristics
	· To be flexible and adaptable
· To have a good sense of humour.
· To be knowledgeable and highly competent
· A friendly, smiling demeanour
· Punctual
· Approachable and empathetic
· Creative and enthusiastic
· Organised and resourceful
· Committed
· Of smart appearance
	


St Bernadette’s Catholic Primary School – Job Description Administration Officer 
	Finance Assistant (Grade D)

	Main responsibilities

· Adhere to all Safeguarding policies and procedures,
· Reception duties – including telephone and e-mail enquiries, parent enquiries, visitor management, general information signposting
· Child welfare – including first aid, administration of medicines, personal care and general welfare
· Correspondence and communication – including e-mails, providing and chasing invoices
· General office tasks – dealing with post, hospitality, stationery orders, cash handling, data management, updating policies and other documents
· Managing income – lettings, dinner/trip money, invoicing for wrap around childcare
· Assisting with Wrap around childcare arrangements
· Staff expenses
· Monitoring expenditure in line with budgets
· Monitoring stock levels including staff tea / coffee etc
· Petty cash claims and reconciliation
· First Aid at work appointed person
· Property management – assisting caretaker with call outs and contractors
· Placing orders / shopping for small values
· Finance recording and reporting
· Grant claims
· Clerk to the Governors
· General HR tasks – monthly claims, salary adjustments, absence recording, payroll reconciliation
· Health and safety at work appointed person
· Accident and incident reporting
· Accident investigation
· Admissions administration
· Finance recording and reporting
· Grant claims
· Performance management of site management staff
· Investigation of new contracts and larger orders
· Any other duties required to ensure the smooth running of the school



This list is not exhaustive and job roles and tasks may change along with the needs of the children and the school.





