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Office Manager

	
	Essential
	Desirable

	Qualifications
	
	

	NVQ level 3 or equivalent, or equivalent experience, in relevant subject/area.
	
	

	Experience
	
	

	Experience of using ICT packages e.g. Microsoft Office, particularly Word and Excel, management information systems.
	
	

	Experience of working in a school administrative post.
	
	

	Knowledge and Understanding
	
	

	Knowledge of relevant policies/codes of practice and awareness of relevant legislation.
	
	

	Knowledge of HR best practice.
	
	

	Skills and Abilities
	
	

	Ability to build good relationships and to deal sensitively with children, staff, parents, carers and visitors.
	
	

	Able to effectively lead and manage a team.
	
	

	Ability organise work and implement effective systems.
	
	

	Ability to work under pressure and to deadlines.
	
	

	Ability to use initiative and prioritise work.
	
	

	Excellent written and verbal communication skills.
	
	

	Ability to work as part of a team.
	
	

	To be committed to safeguarding and promoting the welfare of children. 
	
	

	Ability to maintain confidentiality across a range of sensitive issues
	
	

	To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school.
	
	





