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PERSON SPECIFICATION
SCHOOL OPERATIONS OFFICER 
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS AND EXPERIENCE

(Relevant work and other experience)
	· Studied to a minimum standard of GCSE (grade A-C or equivalent in English and Mathematics) 
· Additionally, a good general level of education and excellent written and spoken English
· Experience of working in a busy office environment
	· Previous experience in a similar role

· Experience of working in a school or similar establishment 

· Evidence of further educational and professional qualifications

	SKILLS AND ABILITIES

(e.g. written communication skills, dealing with the public)


	· Excellent interpersonal and communication skills when dealing with all stakeholders
· Exceptional planning and organisational skills including managing deadlines

· Excellent written and verbal communication and an ability to manipulate information effectively

· Evidence of high order ICT, secretarial and administrative skills

· Ability to use initiative and prioritise work

· Exhibit a high level of confidentiality and discretion

· A willingness and ability to learn and develop and a positive outlook

· Ability to work constructively as part of a team, understanding school roles and responsibilities including own.
· Ability to maintain accurate records and filing systems
	· Working knowledge of school MIS and/or Bromcom and operational software packages
· Working knowledge of relevant policies, procedures, codes of practice, and awareness of relevant legislation - such as the Health & Safety


	KNOWLEDGE AND EXSPERIENCE
	· Experience and understanding of the important of effective documentation and record keeping
· Proven ability to work with a variety of stakeholders and external bodies

· Proven motivation and persuasive skills, working across professional and operational boundaries
	· Experience of successful leadership support within an educational organisation
· A working knowledge of First Aid

· Experience of HR administration and communication with relevant parties

· Experience of working effectively with a wide range of external partners

	PROFESSIONAL ATTRIBUTES
	· High expectations, tenacity and a commitment to the achievement of potential
· The demonstration of positive values and attitudes

· Ability to analyse situations and possible outcomes to establish the most effective course of action

· To promote the schools aims, visions and values and application of school policies and procedures
	

	PERSONAL QUALITIES
	· Commitment to high educational, professional and personal standards

· Respect for young people and their needs

· A good sense of humour, ability to demonstrate commitment, drive and enthusiasm

· A commitment to professionalism and confidentiality in routines tasks as required

· An ability to be ambitious and aspirational for oneself and others within the academy

· Ability to work under pressure when required

· A commitment to Child Protection and Safeguarding Children

· Excellent attendance and punctuality

· Recognition of the importance of personal responsibility for health and safety
	

	CONTRA INDICATORS
	· Criminal convictions involving offences against children.
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