Upton Snodsbury C of E Primary School
Headteacher: Mrs Rachel Mayo
“Where a Love of Learning Grows”

Person Specification
Essential	
· GCSE English and Maths or equivalent.
· Excellent communication skills both orally and written.
· Proven ability to work in conjunction with others.
· Proven experience in an administrative role involving complex processes.
· Digital confidence including the ability to use AI tools responsibly.
· Competent IT skills including use of management information systems and Microsoft Office.
· Working knowledge of safer recruitment administration and the Single Central Record.
· Experience of finance or payroll administration.
· Ability to maintain accurate records and handle confidential information appropriately.
· Strong organisational skills with the ability to prioritise competing demands.
· Ability to take clear and accurate notes and produce professional documentation.
· First Aid qualification or willing to undertake training.
· Commitment to uphold Christian values and school ethos.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Caring, child centered approach aligned with school values.
· Commitment to uphold school policies.
· Record of good attendance and timekeeping.

Desirable
· Experience working in a school or education setting.
· Knowledge of health and safety administration within an organisational environment.
· Familiarity with local authority systems and procedures.
· Experience of administering First Aid.
· Experience of school information systems such as Arbor.
· A willingness to undertake further training, with scope to develop and take on additional responsibilities within the role.
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