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Fulwell Infant School Academy

Person Specification: Administration Assistant

	
	Essential
	Desirable

	Qualifications
	Good basic education to GCSE standard or equivalent

	

	Experience
	Working within a school/office environment with good ICT skills including a knowledge of Microsoft Word and Excel;

Experience of using a school management information system, preferably SIMS;

Maintaining accurate records and handling confidential information;

Dealing professionally with parents/carers, staff, visitors, contractors and external agencies;

Managing competing priorities and working to deadlines.
	3–5 years’ experience working with SIMS software;

Experience of school finance/admin systems

	Skills
	Manage and prioritise workloads;

Communicate clearly, accurately and helpfully with staff, children, parents, visitors and contractors, and handle all phone enquiries in the same way;

Provide a welcoming first point of contact at all times for people who come to the School;

Make accurate judgements of situations, and refer these to other staff, if necessary;

Recognise the importance of confidentiality;

Take personal initiative in liaison work within a team of teaching and non-teaching staff;

Work effectively and efficiently under pressure, paying close attention to detail and accuracy;

Ability to communicate in English, both verbally and in writing;

Maintain accurate pupil and administrative records and update school systems as required;

Follow school procedures for safeguarding, confidentiality, data protection, visitors and emergencies;

Recognise and appropriately report safeguarding concerns;

Deal sensitively and professionally with challenging enquiries and know when to refer matters to the appropriate member of staff;

Support routine school administration, correspondence, meetings, appointments, events and record keeping;

Follow procedures relating to attendance, first aid, accidents, fire safety and school security, as appropriate to the role.
	Ability to produce routine reports and correspondence;

Experience of processing orders, invoices, payments or other financial administration.

	Personal characteristics
	Adaptable

Cool under pressure

Excellent organisational skills
Friendly

Purposeful

Resourceful
Professional and approachable;

Reliable and able to maintain confidentiality;

Commitment to safeguarding and promoting the welfare of children
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