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Person Specification – Office Manager
The successful candidate will be suitably qualified with a breadth of relevant experience and capable of inspiring trust and confidence across a diverse range of students, staff and parents.

	
	Essential
	Desirable

	Qualifications
	A* - C in GCSE English and Maths or equivalent

Willingness to undertake job related training

	Relevant business or administration qualification





	
Relevant Experience
	Proven experience of using Microsoft Office packages, particularly Excel and Word 

Experience with working with Arbor and/or other MIS systems

Proven experience of managing ICT systems and the ability to resolve issues

Proven practical experience of setting up, maintaining effective and efficient workflow and administrative systems

Proven experience of working as an administrator with significant level of responsibility

Proven experience of managing staff including supervision, probations and appraisal

	Previous experience with management responsibility within a school.



	
Knowledge and understanding

	Ability to take charge, manage a team and assist them in prioritising and organising their tasks

An understanding of being able to work under pressure in a busy changing school environment.

Understanding of the school policies and procedures in relation to your role.

	Keep up to date with the Academies Policies and Procedures.


	Skills and aptitudes
	Ability to compose written correspondence to a high standard (including grammar and punctuation) and in line with the academy’s ethos and values


Excellent communication skills and telephone manner, with the ability to resolve issues appropriately

Flexible with the ability to work on own initiative and to tight timescales

Proactive, organised and to grasp detail and complexity and reach appropriate resolutions

High level of personal and professional commitment

Ability to build effective relationships throughout the organisation to inspire trust and confidence

Ability to relate to pupils and staff

	

	

Special Requirements
	Enhanced DBS clearance

Compliance with all School and Trust policies

Safeguarding and promoting the welfare and success of all students and young people.  

The implementation of equal opportunities practice.

Promoting the stated aims and policies
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