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Qualifications and Training
	
	Essential
	Desirable

	Educated to GCSE standard (to include English and Maths) or able to demonstrate equivalent experience
	x
	

	NVQ Level 2 in Business Administration
	
	x



Experience
	
	Essential
	Desirable

	Experience of working in a customer services reception environment
	x
	

	Experience of dealing with members of the public, employees and managers
	x
	

	Previous experience of working in a team
	x
	

	Experience of working in a school office, educational setting or similarly busy administrative environment
	
	x

	Experience of maintaining accurate records, databases or management information systems
	
	x

	Experience of handling sensitive or confidential information appropriately
	
	x

	Experience of managing competing priorities, interruptions and deadlines
	x
	

	Experience of conducting routine financial administrative duties
	x
	

	Experience of using and inputting data onto databases
	x
	



Knowledge and Understanding
	
	Essential
	Desirable

	Understanding of the importance of safeguarding and child protection in a school environment
	x
	

	Understanding of data protection responsibilities
	x
	

	Understanding of professional communication and effective customer care
	x
	

	Awareness of school attendance, admissions or pupil record processes
	
	x



Skills and Abilities
	
	Essential
	Desirable

	Interpersonal and communication skills both verbal and written
	x
	

	Ability to remain calm, professional and helpful when dealing with challenging enquiries
	x
	

	Ability to prepare routine letters, forms, reports and other communications
	x
	

	Ability to know when to resolve routine matters and when to escalate concerns
	x
	

	Numerate and literate
	x
	

	Ability to use Arbor, SIMS or another school management information system
	
	x

	Ability to keep accurate records
	x
	

	Literate in the use of Microsoft products (e.g., Windows, Word, Excel)
	x
	



Other Requirements
	
	Essential
	Desirable

	A good telephone manner
	x
	

	Professional, welcoming and approachable manner
	
	x

	High standards of integrity, discretion and confidentiality
	x
	

	Flexible and adaptable approach to the changing needs of the school
	x
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