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	QUALIFICATIONS

	GSCE education to include English Language and Maths (or equivalent) 
	(
	
	(
	

	A degree qualification or equivalent
	
	(
	(
	

	A professional qualification in Business Management, Accountancy or Human Resources or the School Business Manager Qualification 
	(
	
	(
	

	IT Qualification
	(
	
	(
	

	A Health & Safety/Premises Management qualification
	
	(
	(
	

	EXPERIENCE

	HR related matters
	
	(
	(
	(

	Financial management and/or budgeting
	(
	
	(
	(

	Line management/leadership of others, alongside setting of performance targets, delegating tasks and monitoring quality and deliver of outcomes
	(
	
	(
	(

	Work in a school/education setting
	
	(
	(
	(

	Experience of managing HR systems such as payroll, staff attendance, recruitment
	(
	
	(
	(

	Experience in the use of a range of ICT packages
	(
	
	(
	(

	Management of difficult and/or confidential situations
	(
	
	(
	(

	KNOWLEDGE, ABILITIES & SKILLS

	Excellent English and Maths
	(
	
	(
	(

	Excellent skills in using a range of software packages
	
	(
	(
	

	Understanding and experience of using SIMS, and FMS
	(
	
	(
	(

	Experience of working with an electronic payment system for dinner money – e.g., School Money
	
	(
	(
	(

	Personnel procedures and employment legislation
	
	(
	(
	(

	Knowledge and awareness of the importance of confidentiality and data protection
	(
	
	(
	(

	An understanding of the ethos of a primary school
	(
	
	(
	(

	Financial management, accounting procedures and financial reporting
	(
	
	(
	(

	Resource management and procurement
	
	(
	(
	(

	H&S policies/codes of practice/legislation
	
	(
	(
	(

	High level of skills in effective staff motivation and development, including establishment of a positive performance culture delivering continuous school improvement 
	(
	
	(
	(

	Knowledge of data protection legislative requirements and how to effectively manage a professional administrative service in line with these requirements
	(
	
	(
	(

	Expertise in premises management
	
	(
	(
	(

	Knowledge of safeguarding practice and keeping children safe including undertaking appropriate checks 
	(
	
	(
	(
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	SKILLS/ATTRIBUTES

	Highly organised, literate and articulate
	(
	
	(
	(

	Ability to take a problem-solving approach to tasks and develop valid and financially sound solutions.
	(
	
	(
	(

	Communicate effectively with parents, pupils, staff and visitors, both verbally and in writing
	(
	
	(
	(

	Deal with pupils, parents etc sensitively, courteously and effectively
	(
	
	
	(

	Respond flexibly to the conflicting demands of a busy school environment
	(
	
	(
	(

	Plan, organise and prioritise workload in order to meet deadlines
	(
	
	(
	(

	Ability to work in partnership with all staff, teaching and support, governors, parents, carers and outside agencies with resilience and enthusiasm
	(
	
	(
	(

	Ability to work accurately under pressure in a busy environment
	(
	
	(
	

	Ability to communicate verbally with, and write reports for, a range of stakeholders
	(
	
	(
	(

	Ability to work using own initiative and as part of a team
	(
	
	(
	(

	Ability to collate and analyse data
	(
	
	(
	(

	Awareness of and commitment to Equal Opportunities Policy and practice
	(
	
	(
	(

	Discretion in handling confidential materials
	(
	
	(
	(

	Ability to undertake a range of office administration duties, accurately and efficiently including data entry skills and minute taking
	(
	
	(
	(

	ATTITUDE

	Be a positive and proactive member of the school team
	(
	
	(
	(

	Value our pupils and enjoy the company of children
	(
	
	(
	(

	Be committed to safeguarding, equality and fairness
	(
	
	(
	(

	Energy, enthusiasm, adaptability and a good sense of humour
	(
	
	
	(

	Excellent health and attendance record 
	(
	
	(
	(

	Excellent timekeeping
	(
	
	(
	(

	Discreet and confidential whilst remaining professional, tactful and sensitive
	(
	
	(
	(

	Warm and approachable manner with good inter-personal skills
	(
	
	(
	(

	Sets high standards and expectations for self and others 
	(
	
	(
	(

	Smart professional attitude and appearance
	(
	
	(
	(

	TRAINING

	Evidence and/or willingness to undertake training as necessary
	(
	
	(
	(

	Commitment to keep up to date with relevant policies and procedures in line with the duties identified in the job description and other educational developments.
	(
	
	(
	(


