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Criteria key
· E = Essential
· D = Desirable

Qualifications & Training
· NVQ Level 4 (or equivalent) in Business Administration, Finance, HR or related field (E)
· GCSE Maths and English (Grade C/4 or above) (E)
· Relevant professional qualification (e.g. AAT, CIPD or working towards) (D)
· Safeguarding training (or willingness to undertake) (E)

Experience
· Experience of working in a financial/administrative role (E)
· Experience of managing financial systems, including budgeting and monitoring expenditure (E)
· Experience of HR processes including recruitment, absence management and personnel records (E)
· Experience of working in a school or education setting (D)
· Experience of working with external agencies and businesses (e.g. LA, payroll providers) (D)

Knowledge & Understanding
· Understanding of school finance procedures and budget management (E)
· Knowledge of HR processes and employment legislation (E)
· Awareness of safeguarding and confidentiality in a school context (E)
· Understanding of data protection (GDPR) requirements (E)
· Familiarity with school MIS and finance systems (Arbor, BPS etc) (D)
· Understanding of public sector financial accountability (D)
· Awareness of contracts and compliance checks related to building maintenance in a school (D)

Skills
· Strong organisational skills with the ability to prioritise workload effectively (E)
· High level of accuracy and attention to detail (E)
· Excellent ICT skills including Excel, Word and finance systems (E)
· Ability to analyse financial information and produce reports (E)
· Confident communicator with the ability to liaise with staff, governors and external agencies and businesses (E)
· Ability to manage confidential and sensitive information appropriately (E)
· Problem-solving and decision-making skills (E)
· Ability to work independently and as part of a team (E)

Personal Qualities
· Professional, reliable and trustworthy (E)
· Calm and adaptable in a busy infant school environment (E)
· Commitment to the school’s values, ethos and inclusive practice (E)
· Strong interpersonal skills, building positive relationships with staff and families (E)
· Commitment to safeguarding and promoting the welfare of children (E)
· Flexible and proactive approach to work (E)

