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	Essential
	Desirable


	Educational Achievements, Qualifications and Training.

	· Good standard of education 
· Good written and verbal communication skills

	· GCSE level C or above in Mathematics and English 

	Experience
	· Experience of working in an office environment, including answering the telephone, providing a reception service and dealing with a range of administrative tasks at the same time
· Experience of dealing effectively with the general public

	· Experience of working in a school office

	Job related knowledge aptitudes and skills. 

	· Excellent computer skills in a wide range of Microsoft Office packages
· Ability to accurately input information into computer systems
· Ability to be flexible and work as part of a team
· Integrity and confidentiality
· Ability to prioritise and manage a busy workload
· Attention to detail in communication and planning
· Available to work additional hours to cover for sickness and other absences

	· Understanding of the routines of a school
· Knowledge and experience of Scholarpack, ParentPay and Xero
· Willingness to take part in the broader life of the school



	Equal Opportunities
	· An understanding of and commitment to equality of opportunity.  

	· Experience of working in a multicultural school

	Personal Qualities
	· Confidence, tact and diplomacy
· Excellent attention to detail skills
· Good interpersonal skills and ability to communicate effectively both in writing and orally
· Ability to multi task and work under pressure whilst maintaining a positive, professional attitude
· Excellent organisational skills
· Ability to employ a range of strategies to deal with a variety of children and adults

	

	Physical
	· Ability to cope with the physical demands of the post, lifting and handling of large or bulky deliveries

	

	Child Protection
	· Commitment to promoting the safety and welfare of children
· Successful appointment will be subject to a full DBS check




