	Person specification for Admin Officer 

	
	Essential
	Desirable

	
Qualifications and Training
	
· GCSE English and Mathematics at grade C/4 or above, or equivalent.
· Evidence of good working knowledge of Microsoft Office, including Word, Excel and Outlook.
· Willingness to undertake relevant training and professional development.
	
· Level 2 or Level 3 qualification in Business Administration, Business, Customer Service or a related subject.
· Previous training or qualifications relating to school administration, finance, HR, data protection or safeguarding.
· Knowledge of relevant school administration systems.

	
Experience
	
· Experience of SIMS and FMS systems
· Previous experience of working in an administrative or office-based role.
· Experience of dealing professionally and courteously with members of the public, colleagues and external agencies.
· Experience of maintaining accurate records and handling confidential information.
· Experience of organising and prioritising a varied workload.
· Experience of using computerised systems and databases.

	
· Previous experience of working in a school, nursery, college or other educational setting.
· Experience of school management information systems.
· Experience of school finance, purchasing, invoicing or budget administration.
· Experience of supporting HR and personnel administration.
· Experience of working with parents/carers and other professionals.

	
Skills & Knowledge
	
· Good understanding of the importance of confidentiality and data protection.
· Understanding of the need for accuracy when maintaining records and processing information.
· Understanding of professional standards when dealing with children, families, staff and visitors.
· Good understanding of administrative procedures and office systems.
· Awareness of safeguarding responsibilities and the importance of following school safeguarding procedures.
· Excellent organisational and administrative skills.
· Excellent attention to detail and a high level of accuracy.
· Ability to prioritise tasks and meet deadlines, often while managing competing demands.
· Excellent written and verbal communication skills.
· Ability to communicate confidently and professionally with parents/carers, staff, governors, professionals and members of the public.
· Good IT skills and confidence in learning new computer systems.
· Ability to maintain accurate records and produce clear documentation.
· Ability to work independently and use initiative.
· Ability to remain calm, professional and approachable when working under pressure.
· Ability to deal sensitively with confidential and sometimes challenging information.
· Ability to work effectively as part of a team.

	
· Knowledge of safeguarding procedures within an educational setting.
· Knowledge of school attendance and admissions procedures.
· Knowledge of school finance and purchasing procedures.
· Knowledge of GDPR and the handling of sensitive personal information.
· Understanding of the operation of a school or nursery environment.
· Experience of producing reports, spreadsheets, correspondence and presentations.
· Experience of managing electronic and paper filing systems.
· Experience of handling financial transactions and maintaining financial records.
· Experience of using online communication platforms and school systems.

	
Personal Qualities
	
· Be approachable, friendly and professional.
· Have a positive and flexible attitude.
· Be reliable, dependable and trustworthy.
· Have a genuine commitment to supporting children, families and the wider school community.
· Be able to build positive relationships with parents, staff and external professionals.
· Demonstrate discretion and respect confidentiality at all times.
· Have a proactive approach and be willing to take responsibility.
· Be adaptable and able to respond positively to changing priorities.
· Be able to work with warmth, empathy and professionalism.
· Demonstrate integrity and sound judgement.
· Have a commitment to equality, inclusion and treating everyone with dignity and respect.
· Be committed to safeguarding and promoting the welfare of children.
	
· Willingness to undergo further training





