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St Mary’s Catholic School
Person Specification Office Manager
Sept 2026

Qualifications and Experience

	Essential
	Desirable

	· GCSE Level English and Maths qualifications.
· Experience in an administrative role.
· Experience of organising and prioritising a demanding workload.
· Experience of managing confidential and sensitive information with discretion.
· Strong proficiency in Microsoft Office applications and administrative systems.

	· A degree/qualification in an appropriate discipline, such as business administration, office management or a related field.
· Experience working at a high level in administration.

· Experience working in an educational setting.

· Experience supporting senior leaders.
· Experience of using school MIS systems such as Arbor



Knowledge and Skills

	Essential
	Desirable

	· Excellent written and verbal communication skills, with the ability to communicate effectively with staff, students, parents, governors and external stakeholders.

· Outstanding organisational and time-management skills, with the ability to prioritise competing demands and meet deadlines.
· Ability to lead a team effectively and delegate tasks appropriately
· Rigorous approach to work, demonstrating high levels of accuracy, professionalism and accountability. 

· Exceptional attention to detail, ensuring correspondence, reports, records and documentation are produced to a consistently high standard.

· Ability to work independently, use initiative, and exercise sound judgement.

· Strong interpersonal skills and ability to build positive working relationships at all levels.

· Ability to think clearly, calmly and to complete tasks successfully.
	· Knowledge of school systems and processes.
· Understanding of safeguarding, data protection and confidentiality requirements in a school environment.

· Advanced skills in Microsoft Office applications, particularly Excel, Outlook and Word.

· Understanding of strategic priorities and operational demands of a school environment.




Personal Qualities

	Essential
	Desirable

	· Professional, approachable and trustworthy

· Highly organised and reliable, with a flexible and proactive approach.
· A motivational leader
· Resilient and able to remain calm under pressure in a busy school environment.

· Committed to maintaining confidentiality and handling sensitive matters with the utmost discretion and integrity.

· Pro-active and self-motivated, able to anticipate needs and take initiative.

· Emotionally intelligent with the ability to build and maintain positive working relationships.

· Demonstrates integrity and a commitment to supporting the vision and values of the school.

· A positive team player with a willingness to contribute to the wider life of the school.

· Outstanding role model of the Gospel values for children.

· Fully supportive of the schools’ Catholic/Christian ethos and a willingness to promote this ethos at every opportunity.

	


