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Otterbourne Church of England Primary School

Person Specification for
 Admin/Senior Admin Assistant

	
	Essential
	Desirable

	Qualifications & 
Experience
	GCSE (or equivalent) in English, Maths (Grade A – C or new grading 4 – 9)
Has current working knowledge and experience of Microsoft Office & Excel
Has experience of working in a Hampshire school setting.


	Experience of working within a Hampshire primary school.
Has experience of using Tucasi and Teachers2parents (or similar) for communication with parents and County ICT systems, especially Arbor & SAP. 



	Working with the Business Manager and Headteacher
	Able to establish an open and supportive relationship with the Business Manager and Headteacher and other members of the support team. 
	Has had successful experience of working with a primary headteacher.

	Customer Service
	Is able to communicate with children and adults with respect, attentiveness, insight and care.
Is able to conduct him/herself professionally with due regard to confidentiality and child protection.
Understands the importance of accurate message-taking and timely delivery of information to key personnel.
Is able to prioritise, plan and organise own workload.

	Has undertaken recent child protection training.

Has had experience of working in a primary school setting.

	Administration 
(general, Finance, Personnel)
	Is able to demonstrate excellent organisational skills;
Is able to operate procurement and finance systems efficiently,
Is able to prioritise;
Has excellent IT skills.
Is able to work to deadlines.

	Is familiar with school financial accounting systems.
Experience of operating the council’s corporate financial management systems.


	Welfare
	Can demonstrate understanding of the importance of dealing with and recording/reporting pupil illness or injury.
Can relate to adults and children with sensitivity and empathy.
	Holds current First Aid qualification, preferably Paediatric First Aid.

	Staff Relationships
	Is able to build and maintain appropriate working relationships which support efficient and effective operation of the school office.
	

	Health & Safety
	Is able to demonstrate an understanding and awareness of the wide range of Health & Safety issues.
	Has recent experience of Fire Safety and/or Health and Safety Training (for schools)

	Personal Qualities
	Is reliable, punctual and committed to promoting the ethos and reputation of the school.
Is friendly and cheerful.
Is able to remain calm under pressure and manage his/her workload.
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