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Person Specification

QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE

· Experience of working as part of a team to deliver high-quality administrative and/or customer services. 

· Previous demonstrable experience in a school administrative role.
· Proven literacy, numeracy and communication skills, including the ability to communicate effectively with a range of stakeholders e.g. staff, governors, pupils, outside agencies and the local authority.

· Ability to undertake a wide range of finance and administrative tasks.
· Experience of using information systems, including computerised systems in an administrative environment and developing administrative procedures.
· A good understanding of the school environment and its associated challenges, including the safeguarding of children. 

PERSONAL QUALITIES

· A strong commitment to providing high standards of customer care and customer service.

· Values and embraces diversity.

· Ability to work as part of a team and form good relationships with colleagues.

· A clear understanding of, and commitment to, Floreat’s vision and values.

· Maintains strict confidentiality in all matters.

· A willingness to learn and develop new skills
SKILLS

· Ability to organise own workload, including dealing with a broad range of competing demands, prioritising tasks and keeping to deadlines. 

· Excellent communication skills, orally and in writing, with the ability to produce a range of written material and to interact with a broad range of internal and external stakeholders. 

· Strong numerical skills.

· Ability to manage the information and data requirements of the school and a variety of outside agencies. 

· Strong ICT skills with the ability to manage ICT systems. 

· Ability to use initiative, be innovative in resolving issues and use good judgement when making decisions.

