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JOB TITLE: Office Manager or Administrator 	DEPARTMENT: Education
GRADE:  								POST NO: 
PREPARED BY:		  					DATE:  14 May 2014

	E
	= ESSENTIAL
	SOURCE OF EVIDENCE - APPLICATION = 
	A

	D
	= DESIRABLE
	                                                                            TEST                =
                                                                     INTERVIEW     =                           
	T
I

	
	1. EXPERIENCE, direct work experience, other relevant experience
	

	
	Experience of development, management and operation of administrative systems.
	E

	
	
	

	
	2. KNOWLEDGE, without which the job cannot be done effectively.                                                                                                      
	

	
	Effective use of ICT and other specialist equipment / resources.
	E

	
	Full working knowledge of relevant policies / codes of practice and awareness of relevant legislation.
	D

	
	Good working knowledge of child protection, safeguarding procedures, and pupil welfare requirements
	E

	
	
	

	
	3. SKILLS & ABILITIES, Essential/Capable of doing, Desirable/Able to train.            
	

	
	Very good ICT skills (e.g., Word, Excel, school databases/Management Information Systems)
	E

	
	Ability to relate well to children and adults.
	E

	
	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
	E

	
	Ability to self-evaluate learning needs and actively seek learning opportunities.
	E

	
	Excellent organisational and multitasking skills to handle face-to-face enquiries while managing routine paperwork
	E

	
	Ability to maintain strict confidentiality when handling sensitive information or pupil records.
	E

	
	
	

	
	4. QUALIFICATIONS, TRAINING & EDUCATION, also identify training to be given. 
	

	
	Level 2 qualifications (GCSE Grade C/4+ or equivalent) in both Maths and English, OR the clear ability to prove through relevant work experience that you can handle numerical and written tasks to a high standard.
	E

	
	Very good numeracy / literacy skills.
	E

	
	Valid First Aid certificate, or willingness to undergo immediate training.
	D

	
	
	

	
	5. PERSONALITY, SOCIAL SKILLS, Relationships, thinking style, disposition.       
	

	
	A friendly, welcoming, and professional manner as the first point of contact for families and visitors
	E

	
	Resilient, calm, and solution-focused when handling a fast-paced environment
	E

	
	A strong, demonstrable commitment to treating everyone with fairness, dignity, and respect
	E

	
	
	

	
	6. OTHER FACTORS, Physical, Mobility, Availability, Conditions, etc.                      
	

	
	Must meet standard safer recruitment and enhanced Disclosure and Barring Service (DBS) clear check requirements
	E

	
	Flexibility to occasionally assist with school requirements outside standard routines (e.g., handling premises lettings administration or supporting major events
	D
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