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St Joseph’s Catholic Primary School, Malvern

Person Specification for Office Administrator
	
	Essential
	Desirable

	 Catholic Ethos
	· Ability to fully support our Catholic Ethos
· Professionalism with all stakeholders.
	· Committed and practising Catholic

	

	 Qualifications
	· Proficient in the use of Microsoft Office

· GCSE English and Maths Grade C or above equivalent
	

	

	 Experience
	· Experience of working as part of a team

	· Experience of working within a school office 

· Experience of using a school MIS system 

· Experience of working in a busy environment and prioritising tasks.

	

	 Professional Development
	· Attend 5 specified training days annually.

· Highly motivated and willing to undertake further professional development

· Ability to identify own learning needs
	· Evidence of ongoing professional development

	

	Administration
	· Ability to communicate effectively, orally and in writing (as appropriate) to pupils and their parents.

· Basic IT proficiency 
	· Experience of invoicing and preschool admissions

	

	Contribution to Whole School Ethos
	· Ability to work closely in collaboration with colleagues


	· Willingness to work flexibly

	

	 Accountability
	· Ability to meet deadlines.

· Ability to complete tasks and proofread independently.

· Ability to maintain clear records.
	

	

	Skills, Qualities and Abilities
	· Approachable

· Clear communicator
· Strong commitment to the aims, purposes and mission of a Catholic school.
· Punctual
· Ability to build and maintain good professional relationships

· Ability to remain positive and enthusiastic when working under pressure.

· Ability to organise work, prioritise tasks, make decisions and manage time effectively

· Empathy with children and staff
· Good communication skills

· Good IT skills

· Good interpersonal skills
	· Expertise/experience of using the following: 

School systems e.g. School Money/CPOMs


	

	10. References
	· Positive recommendation in professional references

· Satisfactory health and attendance record.
	


