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SEDGEFIELD PRIMARY SCHOOL
ADMIN OFFICER Grade 4
PERSON SPECIFICATION AND CRITERIA FOR SELECTION

	CATEGORY
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	· Relevant NVQ3 or equivalent.

	

	EXPERIENCE
	· Experience of working in a busy office environment.
· Experience of financial processes.
	· Experience of working in a primary school office.


	SKILLS AND KNOWLEDGE
	· Working as part of a team.

· Highly skilled in using databases and a wide variety of ICT systems/packages.

· Working with figures and financial information, monitoring of monies, processing of invoices, petty cash, etc.
· Managing an office environment and ability to organise, prioritise tasks and delegate.
· Knowledge of admin procedures/processes.
· Excellent written and oral communication skills and ability to present information to a variety of audiences.
· Ability to work to tight deadlines, whilst maintaining quality standards.


	· Knowledge of school Admin process, e.g. SIMS, FMS, ParentPay, etc.
· First Aid training.


	PERSONAL ATTRIBUTES
	· Caring attitude towards pupils and ability to interact with children and adults in a friendly and professional manner.

· Ability to build and sustain effective working relationships with staff, Governors, parents/carers and the wider community.

· Ability to demonstrate sensitivity, confidentiality, tact and diplomacy.

· Enthusiasm, flexibility and ability to use initiative.
· Ability to remain calm under pressure.

· Ability to cope with changing requirements, manage conflicting demands and make decisions as problems arise.
· Self-motivation, reliability, honesty and hard-working nature.

· A commitment to personal development.

· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.


	


