	
	
	



[image: Eastington Primary School]
Person Specification – Administrator

	
	Essential
	Desirable
	Evidence stage

	Qualifications
	· GCSE’s or equivalent in Maths and English, grade C or above / 4-9 / equivalent
· Commitment to attend appropriate training and development, taking ownership of personal development
	· First Aid at work
· Level 3 qualification in an administration or business related subject and/or relevant experience in Administration within the school sector
	A

	Experience
	· Experience of working in a customer facing role
· Experience & confidence of using of ICT for administrative purposes: eg current Windows based packages
· Experience of promotion through digital/social media
· Experience of electronic/paper filing
· An awareness of policies and procedures relating to child protection, HR, health, safety & security, confidentiality
	· Current experience of working in a School Office environment
· Experience of working with a school management information system, SIMS
· Experience of using school ICT for administrative purposes: Teacher-to Parents, Parent Pay etc  
· Experience of payroll systems
· Experience of financial management systems

	A/I/R

	Knowledge 
& Skills
	· Promotes safeguarding of children within the school
· Good oral and written communication skills
· Good interpersonal skills - able to establish effective relationships with those working in and with the school
· Can apply taught skills/training 
· Able to prioritise and organise work effectively, and to remain calm under pressure
· Flexibility in approach to work to ensure that tasks are completed 
· Good attention to detail and understanding of the importance of accuracy and high standards
· Ability to work as part of a team and to be flexible and adaptable to changing situations
· Ability to communicate the School  values and a desire to promote an excellent image of the school
	· Conversant with relevant educational issues and develop    ents
	A/I/R

	Values and Personal Qualities
	· Awareness of confidentiality and the ability to deal appropriately with sensitive or difficult situations
· Display the highest levels of integrity, trustworthiness and discretion
· Be a problem solver, and to be able to reflect upon one’s own practice
· Values and respects the views and needs of adults and children
· Is willing to work within organisational procedures and  processes and to meet required standards for the role
· Displays commitment to the protection and safeguarding of    young people
· Displays an awareness and commitment to equal opportunities
· Demonstrates a commitment    to fundamental British values    and an awareness of how these can be promoted.
	
	A/I/R


Key:
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The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher  to carry out other duties.
[bookmark: _GoBack]The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
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