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School Secretary – Grade 5
PERSON SPECIFICATION AND CRITERIA FOR SELECTION
	CATEGORY
	ESSENTIAL
	DESIRABLE

	APPLICATION

	· Fully supported in reference
· Well-structured supporting letter indicating previous experience in working in an office 

	

	QUALIFICATIONS

	· 5 GCSEs including Maths and English (Grade A-C) or equivalent
· Excellent Literacy and Numeracy skills
· Good Word processing skills – has a good understanding of Word and Excel
· Willingness to undertake further training
· NVQ3 or above in administration or relevant equivalent qualification or experience in this area
	· Up to date safeguarding training
· Evidence of continued professional development

	EXPERIENCE

	· Experience of working within an office environment
· Proven ability to work in a very busy office environment with the skill to organise, prioritise, multi-task and meet deadlines
· Knowledge and experience of key school systems eg. SIMS
· Experience of using ICT including Word Processing, Spreadsheets, Database.
· Understanding of Safeguarding, Confidentiality, Equal Opportunities, GDPR and Health and Safety Policies within a school environment.
· Experience of liaising with other professionals in financial setting eg School Finance Officer from the Local Authority, when necessary.
	· Experience of working within a school office environment
· Experience of Durham systems.
· Experience of managing budgets, preparing financial reports and working with banking systems.


	SKILLS/KNOWLEDGE

	· Ability to communicate effectively in a variety of situations
· Good ICT skills
· A calm, positive and pro-active approach 
· Ability to diffuse potentially volatile situations
· Be dependable and reliable
· Ability to work flexibly within the wider school team and to support other roles, as and when necessary
· Ability to multitask
· Well organised
· Ability to present information/reports to groups of people such as governing body meetings
· Ability to work under pressure and to meet deadlines
	Knowledge of: 
· Durham LA Policies and procedures
· attendance procedures
· banking procedures
· government funding streams e.g. Pupil Premium, Sports Premium and Early Years funding

	PERSONAL ATTRIBUTES
	· Able to remain calm, pleasant and courteous at all times, even when faced with challenging and stressful situations
· Ability to demonstrate enthusiastic, sensitive, resilient and appropriate teamwork whilst working with others
· Trustworthy, approachable, reliable, conscientious, articulate, respectful, enthusiastic and positive
· Commitment to high standards and to continue personal and professional development
· Have a high level of confidentiality and discretion – maintain all aspects of confidentiality
· Effective team member
· Evidence of being able to build and sustain effective working relationships with staff, Governors, parents and the wider community
· Flexibility and adaptability in order to be able to mix and work with a wide range of people
· A strong desire to work in a school environment and to support and be involved in wider aspects of school life
· A caring attitude towards pupils, colleagues and parents and the ability to establish and maintain good relationships
· Understand the importance of structure and hierarchy in a school – and to be supportive of the Headteacher and the Mission of the school
	


Any relevant issues arising from references will be addressed during the interview process.
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