

Frosterley Primary School 
Person Specification – School Administrator Grade 5

	
	ESSENTIAL
	DESIRABLE

	APPLICATION
 
	· Fully supported by two references
	

	QUALIFICATIONS

	· 4 GCSEs A-C (or equivalent), including English and maths

	· NVQ 3 in Business Administration or relevant equivalent qualification 

	EXPERIENCE

	· Experience of working in an admin role 
	· Experience of working in an admin role within a school environment
· Experience of using Oracle, Arbor, ParentPay, SAIL etc

	PROFESSIONAL KNOWLEDGE, UNDERSTANDING & SKILLS

	· Be confident in the use of Microsoft Office programmes and email.
· Ability to listen sensitively and deal with people in a sympathetic and tactful way
· Ability to communicate effectively both orally and in writing
· Ability to correspond and liaise with external agencies
· Ability to demonstrate use of own initative
· Ability to work as a member of a team
· Ability to manage time effectively and work to deadlines
· Knowledge of safeguarding procedures within a school setting
	· Understand the statutory requirements of legislation concerning Safeguarding, including Child Protection, Equal Opportunities, Health & Safety and inclusion
· Willingness to undergo further training 










	PERSONAL ATTRIBUTES

	· Willingness to be fully involved and committed to all aspects of Federation life
· Possess the ability to develop and maintain excellent relationships with pupils, staff, governors and parents
· Ability to maintain confidentiality 
· Self-motivated, reliable, and hard working.
· Diplomatic & tactful
· Organised and efficient
· Enthusiastic, self-motivated 
· Punctual
	· Resilience
· Experience of working with and/or developing links with parents and/or the wider community
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