[image: image1.png]


[image: image1.png]

Essential / Desirable Requirements

Administration Officer

Person specification for Administration Officer

	ATTRIBUTES


	ESSENTIAL
	DESIRABLE
	SOURCE



	Qualifications
	Minimum GCSE English and Maths at grade C or NVQ L2 equivalent.

	A Level or higher level qualifications. 

First Aid (full training will be given).
	Application/Certificates

Application/Certificates



	Experience
	Experience of at least 2 years administration in an office environment or similar.

	Experience of Schools’ Information Database (SIMS).

Experience of administrative work in schools.
	Application

Application

	Knowledge 
	Good written and oral skills.

Competent standard of computer literacy.

Confident ICT user.
	
	Application/Interview

Application/Interview

Application/Interview

	Skills & Ability
	Strong organisational and administrative skills.

	To prioritise the many demands of the role and the tasks that require actioning on a daily basis and to be in control of his/her workload.  A tidy and efficient approach will be essential in succeeding.


	
	Ability to present a professional image and to forge good working relationships with staff, parents, visitors and pupils.
	The school administrator is regularly the ‘face’ of the school to prospective and current parents, pupils and staff and needs to present a professional image and to have good relationships with each of these groups.



	
	Comfortable with data management and preparation of reports using data from school databases.
	To prepare reports using data from the school’s internal system (INTEGRIS) that require minimal checking.

	
	Flexibility
	In a busy school, the role can involve helping out on a range of activities, some of which could be unpredictable!

	
	Confident with tasks requiring numeracy and computer skills
	To enter purchase orders into the SAP system and generate invoice payments to match these to ensure automatic payment.

	
	Good use of English and strong attention to detail
	To ensure that all school publications and correspondence are accurate and concise, reflecting well the image of the school.  The administrator will be expected to draft standard correspondence for the Headteacher to review.

	
	Willingness to work unsupervised and to take full ownership of tasks.
	The Administration Officer has autonomy to manage the school office, set up appropriate systems and procedures, and to use own initiative in finding solutions to issues.

	
	Team player
	Although the role has autonomy, the Administrator Officer is part of the school office staff and should enjoy working as part of this wider team and reports to the School Business Manager or Headteacher.

	
	Displays discretion and commitment to confidentiality.
	The Administration Officer will have access to confidential documentation relating to pupils and staff.  It is essential that all information remains confidential and is not disclosed to anyone without express permission of the Headteacher.  This also applies to ensuring all confidential data is kept secure at all times.


	Experience Required

	Applicants are expected to demonstrate the skills and attributes listed above.  Ideally, they will have worked in a school or educational environment, but it will not be a barrier if the applicant has not had this experience.  Most importantly are the personal attitudes and skills requested that will enable the successful applicant to ‘hit the ground running’ and to be highly motivated in the role.

	Assessment and Interviews

	The selection process will involve interviews with the Headteacher and a member of the Governing Body, as well as an exercise to measure computer skills.  Applicants will also have the opportunity to be shown around the school by a current member of staff.
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