School Business Administrator - Person Specification
Qualifications and Experience
[bookmark: _GoBack]Essential
· Good standard of education, including GCSE (or equivalent) English and Mathematics.
· Experience of working in an administrative, office, customer service or finance-related role.
· Experience of using IT systems and maintaining accurate records.
Desirable
· Experience of finance, school administration, compliance, premises management or health and safety.
· A relevant qualification in administration, finance or business management.
Skills and Knowledge
Essential
· Good financial and numerical skills with strong attention to detail.
· Excellent organisational and time management skills.
· Ability to prioritise workloads and meet deadlines.
· Ability to maintain accurate records and produce reports.
· Confidence in using IT systems and Microsoft Office applications.
· Ability to deal professionally and sensitively with parents, pupils, staff and visitors.
Desirable
· Knowledge of health and safety requirements within a school environment.
· Experience of managing procurement, contracts or service providers.
· Understanding of school governance and reporting requirements.
Personal Qualities
Essential
· Commitment to the school's vision.
· Friendly, approachable and professional manner.
· Ability to work effectively as part of a team.
· Flexible and willing to respond to the changing needs of a busy school environment.
· High levels of integrity, professionalism and confidentiality.
· Positive, solution-focused approach to challenges.
· Ability to work independently and use initiative when required.
· Commitment to safeguarding and promoting the welfare of children and young people.
Desirable
· A willingness to contribute to the wider life of the school and support community events and activities.
