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The Oaks Secondary School

	Attributes
	Essential
	Desirable

	Qualifications



	· 4 GCSE Grades A-C (including English) or equivalent.
· NVQ Level 2 in Business / Administration 
· Good standard of literacy and numeracy
	· NVQ Level 3 in Business/School Administration or equivalent substantive experience
· Typing qualification
· Word processing qualification

	Experience






	· General experience of clerical work.
· Experience of working as a member of a team
· Experience of dealing with the public and handling enquiries

	· Experience of working in a school or educational setting 
· Experience of SEN administration (e.g. EHCP processes, Annual Reviews) 
· Experience of using school systems such as MIS, Liquidlogic, CPOMS or similar 
· Experience of handling confidential and sensitive information

	Skills and Knowledge 






	· Good communication skills (written and verbal) 
· Strong organisational and administrative skills 
· Ability to prioritise workload and meet deadlines 
· Competent IT skills, including Microsoft Word, Excel and email systems 
· Ability to maintain accurate records and filing systems 
· Understanding of confidentiality and data protection (GDPR)
	· Knowledge of school administrative systems and procedures (e.g. attendance, admissions) 
· Awareness of safeguarding procedures in a school setting 
· Understanding of SEN processes and statutory requirements (e.g. EHCPs, Annual Reviews) 
· Experience of using databases such as Liquidlogic


	Personal Qualities






	· Ability to work independently and use initiative 
· Ability to work effectively as part of a team 
· Flexible and adaptable approach to work 
· Ability to build positive relationships with pupils, staff, parents and external agencies 
· Professional, friendly and approachable manner (front‑of‑house role) 
· Ability to work under pressure and manage competing priorities 
· High level of accuracy and attention to detail 
· Commitment to safeguarding and promoting the welfare of children 
· Ability to maintain confidentiality at all times 
· Willingness to undertake training and professional development
	· Positive attitude towards working in a SEND environment 
· Understanding of behaviour management approaches in schools
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