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                                        Person Specification
                                   School Office Administrator

	Qualifications/Experience/Personal Qualities
	Essential
	Desirable
	Evidence

	GCSEs, or equivalent, in English and Maths at minimum grade C/4
	√
	
	Certificates/
Application form

	Evidence of relevant administrative training or willingness to undertake appropriate training
	√
	
	Application form/ Interview

	Previous experience in a school office or other busy administrative environment
	√
	
	Application form/ Interview

	Experience using management information systems, preferably Arbor
	
	√
	Application form/ Interview

	Experience with finance systems, order processing or stock administration
	
	√
	Application form/ Interview

	Excellent verbal and written communication skills
	√
	
	Application form/ Interview

	Strong IT skills, including Microsoft Office and email systems
	√
	
	Application form/ Interview

	Ability to use school management information systems and finance software
	√
	
	Application form/ Interview

	Strong organisational skills with the ability to multitask and work effectively under pressure
	√
	
	Application form/ Interview

	High levels of accuracy and attention to detail
	√
	
	Application form/ Interview

	Good understanding of confidentiality and data protection in a school setting
	√
	
	Application form/ Interview

	Warm, approachable and professional manner
	√
	
	Interview

	Reliable, flexible and proactive approach
	√
	
	Interview

	Commitment to upholding the ethos and values of Granard Primary School and Cedar Base
	√
	
	Application form/ Interview

	Can demonstrate knowledge of and commitment to safeguarding procedures and safer recruitment expectations
	√
	
	Interview

	Commitment to equality of opportunity and working positively with a diverse school community
	√
	
	Application form/ Interview
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