Timothy Hackworth Primary School
OFFICE MANAGER -  PERSON SPECIFICATION AND CRITERIA FOR SELECTION

GRADE 6 – DURHAM COUNTY COUNCIL
	Category
	Essential
	Desirable
	How identified

	Application
	Fully supported in reference.
Well-structured supporting letter. 
	
	AR

	Qualifications
	· Relevant qualifications in school office administration and / or ICT applications and substantial relevant experience.

· Relevant qualifications in English and Mathematics.
· The ability to clearly articulate and converse in Standard English.

· High quality interpersonal skills with the ability to communicate effectively and appropriately with people of all levels.


	Evidence of further study or relevant professional qualifications.
	ARI

	Experience
	· Recent experience in the role of Office Manager in a school.

· Extensive experience working in school administration.


	Experience of managing an administration team in a large primary school.
	AIR


	Professional Development
	Relevant recent professional development.
	Ability to further develop personal CPD
	AIR

	Skills
	· Good organisational ability.

· Ability to readily establish professional relationships.

· Ability to communicate effectively in a variety of situations. 

· The ability to share good practice.
· Hold high expectations of themselves and others.

· Effective leadership skills and the ability to motivate staff.

· Excellent organisational skills and an ability to work efficiently with consistency.

· The ability to problem solve, to be creative and to use initiative.

· The ability to be consistently hardworking and conscientious.

· To be able to work under pressure with a high level of accuracy, thereby meeting required deadlines.

· Have a sense of humour and a willingness to work as part of a team.

· Sound knowledge of computer applications and keyboard skills.


	· An awareness of Health and Safety Regulations.
· An awareness of the General Data Protection Regulations.
· A First Aid qualification.
	AIR


	Special Knowledge
	· To effectively manage change and to deal with conflicts.

	The ability to deliver CPD to other administrative staff.
	AIR


	Personal Attributes
	· Someone who will support our Rights Respecting Gold Level ethos.
· Resilience.
· Positive outlook.
· Ability to demonstrate enthusiasm and sensitivity whilst working with others.

· Ability to demonstrate a stimulating and innovative approach.
· Evidence of being able to build and sustain effective working relationships with all staff, Governors, and the wider community. 
· Commitment to the whole life of the school.
	· Someone who will support the school with fundraising activities and is willing to help outside of school hours.
	AIR
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