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BARKISLAND C E (VA) PRIMARY SCHOOL

PERSONNEL SPECIFICATION

SCHOOL OFFICE MANAGER

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HoW IDENTIFIED

	QUALIFICATIONS & TRAINING
	· English and Maths (GCSE or equivalent)
	· Qualifications relevant to the post e.g admin qualifications

· Understanding of School systems and/or School Governance
	Application 
Interview
Task

References


	EXPERIENCE
	· Experience of working within a team
· Proficiency in using Microsoft Office, in particular Word and Excel
· Experience of school administration and processes
· Experience of budget & financial administration


	· Experience of working within a school

· Experience of supervising / managing staff 

	

	SKILLS AND ABILITIES
	· Effective communicator, both written and verbal
· Ability to prioritise and work to set deadlines
· Strong organisational skills
· Ability to keep accurate and up to date records
· Ability to use a variety of systems to accurately manage financial information and other data 

· Experience of and a good knowledge and understanding of personnel management and Human Resources

· Good knowledge and understanding of financial and budget management procedures
	· Knowledge of making statistical returns to the DfE, LA and similar bodies 
· Knowledge of finance and data systems used by Calderdale MBC e.g., SIMs, FMS and iTrent

·  Knowledge of Health and Safety and risk assessments

· Knowledge of DBS requirements and administration


	

	pERSONAL QUALITIES
	· High levels of integrity, impartiality and confidentiality
· Commitment to professional development
· Self-motivated and ability to work on own initiative
· Friendly and welcoming with excellent interpersonal skills

· Flexible and willing to adapt to changing circumstances with a positive ‘can-do attitude’ 
· Ability to work under pressure and to prioritise effectively

· Commitment to Safeguarding, Equal Opportunities and Inclusion

· Aligned with and committed to the school’s vision, values, and Christian ethos
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