Administrator - Person Specification
Grade 6
	
	
	Essential
	Desirable

	Qualifications
	· Good standard level of education with 5+ GCSE’s or equivalent (minimum grade C/Level 5 above), including English and Maths
	(

	

	
	· NVQ Level 3 in administration or equivalent
	(
	

	
	· Bookkeeping or Accountancy qualification 
	
	(

	
	
	
	

	Knowledge and Experience
	· Experience of work involving finances e.g. bank reconciliation,  book keeping, cost management
	(
	

	
	· Proven experience (3-5 years) experience of clerical / administrative work
	(
	

	
	· Experience in using Excel and word processing software. 
	(
	

	
	· Experience of working in an educational setting or other relevant environment.
	
	(

	
	
	
	

	Skills and Abilities
	· Ability to remain professional at all times.
· Excellent communication skills, both written and verbal, with colleagues, Governors, visitors and parents
	(
	

	
	· Ability to relate well to children and adults
	(
	

	
	· Excellent organisational skills
	
	

	
	· Ability to own and prioritse workload, managing time to meet deadline and with an aptitude for multitasking
	(
	

	
	· An individual with high attention to detail in order to maintain the highest quality and standards.
	(
	

	
	· Highly numerate
	(
	

	
	· Empathetic, patient, caring and friendly front-facing customer service
	(
	

	
	· Health and safety competent
	(
	

	
	· Ability to maintain complete confidentiality
	(
	

	
	· 
	(
	

	Aptitude and Disposition
	· A self-motivated, flexible, positive and enthusiastic individual with a ‘can do’ attitude
	(
	

	
	· An efficient team-player with the confidence to work both independently and to support colleagues
	(
	

	
	· Ability to remain calm and focused when working in a pressurised environment
	(
	

	
	· Ability to adopt a professional approach at all times
	(
	

	
	· Ability to ‘think on your feet’
	(
	

	Other
	· Willingness to undertake an enhanced DBS check
	(
	

	
	· Willingness to participate in training and development opportunities
	(
	


