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Catchgate Community Primary School - Admin Officer
Grade 3 SCP 12 – 16 £16,123 – 17,419 (Pro Rata Term time only + 3 weeks) 
ESSENTIAL CRITERIA 

	
	Essential
	Desirable
	Method of Assessment

	Education and Qualifications
	· 4 GCSEs Grade A-C including English and Maths 

· NVQ 2 in Business Admin or equivalent                      qualification in a relevant discipline

	· NVQ Level 3 in Business Administration 
· First Aid qualification 

· Child Protection / Safeguarding training 
	· Letter of application

· Certificates 

	Experience
	· Relevant previous administration and clerical experience
· Proficient in the use of I.C.T. including word processing and MS Office packages
· Experience of providing customer service / support to the general public 

· Experience of handling confidential / sensitive information 


	· Previous experience in an educational setting
· Experience of financial administration  
	· Letter of application

· Interview

· Reference

	Skills
	· High level of interpersonal, organisational and communications skills both verbal and written
· Ability to work flexibly and as part of a team
· Ability to communicate efficiently and confidently at all levels
· Ability to work under pressure, meeting key deadlines
· Ability to prioritise tasks and use own initiative
· Ability to facilitate change 
	· Knowledge of SIMS.net and FMS
	· Letter of application

· Interview

· Reference

	Personal 

Qualities
	· Approachable manner, reliable, conscientious, articulate
· Good self-discipline and control
· Commitment to achieve high standards and to continuing personal and professional development

· High level of confidentiality and discretion

· Enthusiasm and drive 

· Ability to present oneself in a professional manner 
· Be able to build and maintain positive working relationships with a range of stakeholders 

· Is kind and considerate to others 


	
	· Letter of application

· Interview

· Reference


