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Overview of School Administrative roles
The job descriptions in this section are for Administrative roles (with some finance duties) covering grades B to H. The more specialist finance only type roles are within a separate document. The job titles can be changed as the school wishes. The job descriptions provided should be used as templates which you can amend to describe the specific role operating within your school. You may wish to add or remove duties as appropriate. However please note that if the duties added or removed are significant then the grade given may not be appropriate and should be checked with NYES HR (NYES.HR@northyorks.gov.uk).
The table below provides a brief indication of the sorts of responsibilities required for each grade as a bare minimum, further examples are included in the job descriptions.

	Grade
	Description

	B
	The job will involve:

 Basic administration tasks including: photocopying, diary management, ordering stationery, typing of correspondence, filing, ordering of office supplies, simple data input and record keeping, taking messages and passing on information to other people.

 Working from instructions and undertaking routine tasks but some activities may require interpretation of information or straightforward problem solving for example answering basic telephone queries. More complex issues would be referred to a supervisor/manager.

 Exchanging information with others both orally and in writing, e.g. office reception duties.

 Responsibility for financial resources involves either the handling of small amounts of cash or the processing of cheques, invoices or equivalent. 
OR

 At this level, the post holder may also have no financial responsibilities with no effect on the grading

Click here to go to the Grade B Job Description 

	C
	The job will involve all duties listed for a grade B post as well as the following:

 Exchanging information with a range of audiences, for example: suppliers, teaching or non-teaching staff, parents, Governors, visitors and pupils & their families.  The information may be relevant to specific duties of the post holder, e.g. regarding attendance or may be more general information, e.g. writing letters to parents regarding school trips/events.
 Takes minutes of internal meetings occasionally

 Uses advisory and negotiation skills on a regular basis, e.g. obtaining quotes and negotiating with suppliers for the best price on office supplies & advising staff on administrative procedures
 Uses some analytical and judgemental skills when interpreting information, e.g. directing parents with problems/queries to the appropriate person and organising the headteacher’s diary to ensure appointments do not clash.

 Assist in the induction of new employees 

 Some financial administration duties e.g. regular handling of cash, or processing of invoices and cheques and/or monitoring of budgets 

 Assists in preparing reports

 Deals with the administration of school lettings
Click here to go to the Grade C Job Description 

	D
	The job will involve all those duties listed for grade C as well as the following:

 Having more accountability for decision making as well as dealing with unexpected problems within the school office, which may involve some level of work related pressure. 
 The requirement to develop plans/timetables/solutions in response to issues that arise, e.g. arranging supply cover, managing lettings
 Possible responsibility for demonstrating own duties and allocating work to a team member, but not supervisory or  line management responsibility
 Interpreting information and if appropriate referring on to a more senior member of staff for a solution, e.g. putting together the wording and salary information for a job advert, chasing information from management and gathering information for required deadlines.
 Reconciliation of bank statements/preparing month end returns/monitoring budget or equivalent levels financial duties
Click here to go to the Grade D Job Description

	E
	The job will involve all those duties listed for a grade D post as well as the following:

 More in- depth knowledge of financial and administrative procedures/systems. 
 Use of analytical skills e.g. analyse and interpret data for reports

 Collate information for statistical returns, including attendance and the completion of administrative forms including assistance with examination entries. 

 Manage the day to day activities of the office and staff including the induction, advising, training, allocation and checking of work to other administration staff 

 Undertake the administration of all accounts relating to the school, including handling of small amounts of cash, payments of bills and invoices, reconciliation of bank statements and preparation of month end returns etc. 

 Contribute to budget setting and be responsible for monitoring budgets/ sums of money under £100,000.  
 Produce documents for the school e.g. newsletters, brochures

 Responsible for confidential information e.g. pupil and staff records 

Click here to go to the Grade E Job Description

	F
	The job will involve all those duties listed for a grade E post as well as the following:

· Deal with maintenance requests and oversee contractors where appropriate.
· Postholder would be expected to have a more in-depth knowledge of admin and office systems, high literacy and numeracy skills and would be expected to hold a level 3 qualification in a relevant filed e.g. Admin/Finance/Business

· Responsibility of being accountable for larger sums of money (up to £100,000 per year) or for considerable expenditures from agreed budget or income. E.g. Being involved in setting and monitoring the school budget, carrying out income and expenditure transactions.

OR
· They will have direct responsibility for the supervision, direction, training and development of other administrative employees.

Click here to go to the Grade F Job Description


	G
	The job will involve all those duties listed for a grade F post as well as the following:

 Requirement for post holder to have significant experience in an administration role and associated skills

 Working within recognised procedures, e.g. financial regulations and school and LA policies, where the job holder is required to organise own workload and the workload of the team.
 Making decisions as to when and how duties are carried out and responding independently to problems, e.g. making decisions regarding lettings, day to day management of staff absence and cover.
 Some/significant responsibility for the recruitment, supervision, direction, performance management and co-ordination or training and development of a small team of support staff. (minimum of 3)
OR

 Managing the day to day finance and monitoring budgets of large sums of money (£100,000 - £500,000 per year) or for considerable expenditures from agreed budget or income.  

Click here to go to the Grade G Job Description

	H
	The job will involve all those duties listed for a grade G post as well as the following:

 Interpreting complex information, solving difficult problems and developing solutions or plans over the medium term, e.g. making specific arrangements for examinations including entries, invigilation, rooms and cover. Monitoring staff salaries, allowing for future developments and commitment

 Delegation of financial decisions, e.g. monitoring the effectiveness of staffing to meet the needs of the school, looking at expenditure on buildings and grounds or transferring funds between accounts to cover expenditure.

 Undertake projects commensurate to the skills and experience of the individual  
 Develops administrative policies and procedures 
 Monitor service contracts, school licenses  and insurance 

 Provides advice to a range of audience on a range of subjects and leads on communication for the school
 Requirement for post holder to have substantial experience in administration and finance as well as a level 4 qualification in a relevant subject 

 Requirement for leadership skills and line management experience to enable the effective management of a team of support staff

Click here to go to the Grade H Job Description



Children & Young People’s Service
(School Name)

JOB DESCRIPTION

	POST: School Administrator 
	

	GRADE: Grade B (scp 2)

	

	RESPONSIBLE TO: School Admin Officer / Headteacher
	

	STAFF MANAGED: None
	

	POST REF:
	
	JOB FAMILY:
	2

	JOB PURPOSE:
	To provide an administrative support service to the Headteacher and the school to ensure the smooth running of the school on a daily basis. The job holder works under supervision and/or their work is subject to checks and controls. 


	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, cash handling and reception service, where excellent organisational skills are essential to cope with the demands of having to deal with a variety of tasks.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.


	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· File, sort and index paperwork, including incoming and outgoing post, transmit documents and photocopy. 

· Compile standard letters, documents, orders and lists as directed by the School Administrator or Headteacher. 

· Undertake simple finance and statistical tasks, e.g. collect and bank dinner/school trip money (cash/cheques) and recording money received on the appropriate system

· Maintain and update all necessary records using manual and computerised systems and check entries. 

· Assist in the collation of materials e.g. School brochures

· Maintain a diary of appointments and activities for the Headteacher and the school. 

· Report concerns and obtain support for any issues raised. 

· Redirect customers to other staff for specialist support as appropriate 


	Communications 


	· Undertake reception duties; act as first point of contact in response to telephone and face to face enquiries. 
· Communicate effectively with other staff, visitors, pupils and their families/carers. 

· Attend staff meetings and training days by agreement with the Headteacher.

	Resource management 
	· Participate in the schools performance management scheme.

· Monitor stationery stock levels, place orders as appropriate and check incoming orders. 

· Participate in training and other learning activities and performance development as required 

· Highlight additional training and supervision needed to build on your skills and knowledge. 



	Safeguarding 
	· Know about data protection issues in the context of your role. 

· Maintain confidentiality as appropriate 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with.  

	Systems and Information 

	· Maintain and update all necessary records using manual and computerised systems and check entries. 
· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information appropriately – in writing, by telephone, electronically and in person. 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade B)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Some knowledge of administration and office systems
	· Knowledge of Behaviour Management techniques

· Knowledge of Child Protection and Health & Safety legislations and procedures

· Knowledge of mentoring approaches

	Experience

· Some clerical or administrative experience
	· Cash handling experience

	Occupational Skills 
· Computer literate 

· Interpersonal and communication skills

· Numeracy and literacy skills

· Judgemental skills
	

	Qualifications 

· Literacy and numeracy qualification e.g. Level 2 qualification or equivalent
	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

	Personal Qualities
· Attention to detail, neatness and accuracy

· Organisational skills

· Ability to work successfully in a team

· Confidentiality
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


(Children’s and Young People’s Service)

(School Name)

JOB DESCRIPTION

	POST: School Administrator 
	

	GRADE: Grade C (scp 2-4)

	

	RESPONSIBLE TO: School Admin Officer / Headteacher/ Business Manager
	

	STAFF MANAGED: None
	

	POST REF:
	
	JOB FAMILY:
	2

	JOB PURPOSE:
	To provide an administrative support service to the Headteacher and the school under the direction or instruction of the head-teacher or other senior staff. This may include some basic finance duties and the role may involve the post holder demonstrating their own duties and providing advice and guidance to new employees and others. 

	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, budget monitoring and reception service, where excellent organisational skills are essential in order to deal with the variety of tasks that need to be undertaken

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.


	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	·  Provision of administrative, clerical and secretarial duties as required. 
· Assist in preparation of reports as required 

·  Obtain quotes from contractors and ensure that adequate and appropriate insurance cover is held by contractors. 

· Take minutes at various meetings as required. 

· Diary management 

· Assist teaching and non-teaching staff with administration queries. 

· Undertake wages and salary administration and distribution which may involve liaison with the Local Authority offices. 

· Make arrangements for school lettings. 

· Report concerns and obtain support for any issues raised.


	Communications 


	· Communicate effectively with other staff, Governors, visitors, contractors, pupils and their families/carers. 

· Undertake reception duties; act as first point of contact in response to telephone and face to face enquiries. 
· Attend staff meetings and training days by agreement with the Headteacher.

	People/Resource management 
	· Participate in the schools performance management scheme.

· Assist senior staff with budget preparation and revision as necessary. 

·  Assist in monitoring the school budget on a regular basis. In addition to maintaining computerised records this involves liaison with the Headteacher  

·  Undertake some administration of school accounts, including handling of small amounts of cash, collecting monies and payments of bills and invoices. 
· Assist in the induction of new employees 

· Monitor stock levels, order office materials, equipment and services and check incoming orders 

· Highlight additional training and supervision needs to build on your skills and knowledge. 

· Participate in training and other learning activities and performance development as required.   



	Safeguarding 
	· Know about data protection issues in the context of your role. 

· Maintain confidentiality as appropriate 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with, by knowing who to report concerns to. 

· Have an awareness and basic knowledge where appropriate of the most recent safeguarding legislation. 

	Systems and Information 

	· Maintain computerised and manual pupil/staff records. 
· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information appropriately – in writing, by telephone, electronically and in person. 



	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade C)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Knowledge of administration and office systems
	· Knowledge of Behaviour Management techniques

· Knowledge of Child Protection and Health & Safety legislations and procedures

· Knowledge of mentoring approaches

	Experience

· Clerical or administrative experience

· Experience of working with Microsoft Office
	· Cash handling experience

	Occupational Skills 
· Computer literate 

· Good interpersonal and communication skills

· Good numeracy and literacy skills

· Judgemental skills

· Ability to work to deadlines
	

	Qualifications 

· Literacy & numeracy qualification e.g. Level 2 qualification or equivalent
	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

· CLAIT Plus, ECDL or Level 2 Word Processing

	Personal Qualities
· Attention to detail, neatness and accuracy

· Organisational skills

· Ability to work successfully in a team

· Confidentiality
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children’s and Young People’s Service 
(School Name)

JOB DESCRIPTION

	POST: SCHOOL ADMINISTRATOR
	

	GRADE: Grade D (scp 4-6)

	

	RESPONSIBLE TO: School Admin Officer / Business Manager/ Headteacher
	

	STAFF MANAGED: None
	

	POST REF:
	
	JOB FAMILY:
	2

	JOB PURPOSE:
	To provide an administrative support service to the Headteacher and the school. The post holder is accountable for decision making, short term planning and dealing with unexpected problems within the school office. The post holder may be responsible for some basic finance duties depending on the size of the school.   

	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, budget monitoring and reception service, where excellent organisational skills are essential in order to handle the variety of tasks that need to be undertaken 

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Provision of administrative, clerical and secretarial duties as required. 

· Carry out research, analysis and evaluation of data to assist in the preparation of reports e.g, for the school’s Governing Body / Financial Management Committee. 

· Obtain quotes from contractors and ensure that adequate and appropriate insurance cover is held by contractors. 

· Take minutes at various meetings as required. 

· Undertake wages and salary administration and distribution which may involve liaison with the Local Authority offices. 

· Make arrangements for school lettings. 
· Short term planning e.g. booking supply cover for absent teachers and keeping a record of work carried out. 

· Administer basic first aid and contacting parents in the event of an accident or incident involving their child. Record accidents in accident book. 

· Make appropriate decisions to problems/issues when they arise within the office. 

· Report concerns and obtain support for any issues raised.
· Assist teaching and non-teaching staff with administrative queries 

	Communications 


	· Communicate effectively with other staff, Governors, visitors, contractors, pupils and their families/carers. 

· Undertake reception service to the school, acting as the first point of in dealing with routine phone calls, taking messages and greeting visitors



	Resource/People management 
	· Assist senior staff with budget preparation and revision as necessary. 
· Monitor the school budget on a regular basis. In addition to maintaining computerised records this involves liaison with the Headteacher

· Undertake the administration of all accounts relating to the school, including handling of small amounts of cash, payments of bills and invoices, reconciliation of bank statements and preparation of month end returns etc. 

· Monitor stock levels, order office materials, equipment and services, negotiate on prices with suppliers and check incoming orders

· Assist in the induction of new employees 

· Attend staff meetings and training days and management team meetings by agreement with the Headteacher

· Participate in the schools performance management scheme

· Highlight additional training and supervision needs to build on your skills and knowledge. 

· Participate in training and other learning activities and performance development as required.   



	Safeguarding 
	· Know about data protection issues in the context of your role. 

· Maintain confidentiality as appropriate. 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with, by knowing who to report your concerns to

· Have an awareness and basic knowledge where appropriate of the most recent legislation. 

	Systems and Information 

	· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information appropriately – in writing, by telephone, electronically and in person. 

· Maintain and update accurate computerised and manual records as required

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade D)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Knowledge of administration and office systems
	

	Experience

· Clerical or administrative experience

· Experience of working with Microsoft Office
	· Cash handling experience
· Supervisory experience

	Occupational Skills 
· Computer literate 

· Good written and verbal communication skills 
· Good numeracy and literacy skills

· Judgemental skills

· Problem solving skills

· Analytical skills
	· Budget management skills

	Qualifications 

· Literacy and Numeracy Qualification e.g. Level 2 qualification or equivalent
	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

· CLAIT Plus, ECDL or Level 2 Word Processing

	Personal Qualities
· Attention to detail, neatness and accuracy

· Organisational skills

· Ability to work successfully in a team

· Confidentiality

· Ability to work to deadlines and prioritise own workload
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

 

Children’s and Young People’s Service 
(School Name)

JOB DESCRIPTION

	POST: School Administrator 
	

	GRADE: Grade E (scp 6-8)

	

	RESPONSIBLE TO: Admin Officer / Headteacher/ Business Manager
	

	STAFF MANAGED: Admin Assistant 
	

	POST REF:
	
	JOB FAMILY: 2
	

	JOB PURPOSE:
	To provide an effective administrative support service to the Headteacher and the School. The post holder will have some responsibility for the supervision of employees and/or for considerable expenditures. 



	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, budget monitoring and reception service, where excellent organisational skills are essential in order to handle the variety of tasks the need to be undertaken

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children. 



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Collate information for statistical returns, including attendance and the completion of administrative forms including assistance with examination entries. 
· Analyse and evaluate data and information and produce reports
· Deal with administration in relation to staff appointments, including advertisements, arrangement of interviews, standard correspondence and expenses etc. 

· Deal with maintenance requests and oversee contractors where appropriate. 

· Be responsible for confidential information e.g. policies, staff, pupils and parents records. 

· Produce documents for the school e.g. Newsletters, brochures. 

· Ensure the provision of administrative, clerical and secretarial duties e.g. typing, copying, diary management, using appropriate technology.
· Take minutes at meetings as required
· Undertake personnel administration relating to the pay and conditions of all staff, in liaison with central offices of the LA. 

· Organise school trips, room bookings for meetings and arrange supply cover for teaching absences. 

· Organise school lettings

	Communications 


	· Communicate effectively with other staff, Governors, visitors, contractors, pupils and their families/carers. 

· Remember and understand the procedures and legislation relating to confidentiality issues that apply to your job role. 

· Liaise with parents, staff, pupils and external agencies as required 

· Ensure the delivery of an efficient reception service

	People/Resource management 
	· Contributes to setting and monitoring the school budget 
· Input income and expenditure information.
· Undertake the administration of all accounts relating to the school, including handling of small amounts of cash, payments of bills and invoices, reconciliation of bank statements and preparation of month end returns etc. 
· Reconcile ORACLE statement and checking queries. 

· Process orders and payments for stationary, equipment etc. 

· Participate in the schools performance management scheme.
· Attend staff meetings and training days and management team meetings by agreement with the Headteacher. 
· Participate in training & other learning activities 
· Manage the day to day activities of the office and staff including the induction, training and allocation of work to other administration staff 


	Safeguarding 
	· Adhere to data protection legislation 

· Maintain confidentiality as appropriate 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with, by knowing who to report your concerns to.  

· Have an awareness and basic knowledge where appropriate of the most recent legislation. 

	Systems and Information 

	· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information as appropriate– in writing, by telephone, electronically and in person. 

· Maintain and update accurate computerised and manual records as appropriate 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade D)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Knowledge of admin and office systems 

· Knowledge of health & safety regulations & procedures

· Knowledge of school procedures 
	

	Experience

· Experience in public or private sector finance and administration

· Experience of operating administrative systems, including Microsoft office  
	· Supervisory experience

	Occupational Skills 
· Good ICT skills and the ability to use the keyboard with speed and precision

· Good written and verbal communication skills

· Budget management skills

· Statistical skills

· Analytical Skills 

· Problem solving skills
	

	Qualifications 

· Literacy and Numeracy Qualification e.g. Level 2 qualification or equivalent
	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

· Level 3 qualification in Business / Finance / Administration or equivalent. 
· Level 2 Word Processing qualification or equivalent. 

	Personal Qualities
· Attention to detail, neatness and accuracy

· Organisational skills

· Ability to work successfully in a team

· Confidentiality

· Ability to work to deadlines and prioritise own workload
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children’s and Young People’s Service 
(School Name)

JOB DESCRIPTION

	POST: Administrative Officer 
	

	GRADE: Grade F (scp 8-13)

            
	

	RESPONSIBLE TO: Senior Admin Officer / Headteacher/ Business Manager
	

	STAFF MANAGED: Administrative staff
	

	POST REF:
	
	JOB FAMILY:
	2

	JOB PURPOSE:
	To provide an effective administrative service to the Headteacher and the School. The post holder will have some or a significant amount of responsibility for the supervision of employees and/or large sums of money or for considerable expenditures. 

	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, budget monitoring and reception service, where excellent organisational skills are essential.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.

 

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Collate information for statistical returns, including attendance and the completion of administrative forms including assistance with examination entries. 

· Deal with administration in relation to staff appointments, including advertisements, arrangement of interviews, standard correspondence and expenses etc. 

· Deal with maintenance requests and oversee contractors where appropriate. 

· Be responsible for confidential information e.g. policies, staff, pupils and parents records. 

· Produce documents for the school e.g. Newsletters, brochures. 
· Minute taking at meetings as required 
· Assist or supervise the provision of administrative, clerical and secretarial duties e.g. typing, copying, diary management, using appropriate technology.

· Be responsible for matters relating to the pay and conditions of all staff, in liaison with central offices of the LA. 

· Manage the day to day activities of the office and staff including the induction, training and performance management of staff. 
· Keep up to date with new initiatives and provide guidance to other staff as appropriate. 

· Organise school trips, room bookings for meetings and arrange supply cover for teaching absences. 

· Analyse data and produce reports for Governors Committees. 

	Communications 


	· Communicate effectively with other staff, Visitors, Governors, contractors, pupils and their families/carers. 
· Ensure the smooth running on an efficient reception service, greeting visitors, advising parents and taking messages for other members of staff. 

	People/Resource management 
	· Monitors the school budget & contributes to setting the budget as appropriate

· Input income and expenditure information.

· Reconcile ORACLE statement and checking queries. 

· Process orders and payments for stationary, equipment etc. 

· Attend staff meetings and training days and management team meetings by agreement with the Headteacher 
· Participate in the schools performance management scheme.
· Participate in training and other learning activities and performance development as required. 

· Manage the day to day finances of the school.  

· Be responsible for the Induction, training, allocation and checking of work. 



	Safeguarding 
	· Adhere to data protection legislation 

· Understand that different confidentiality procedures may apply in different contexts. 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with.  

· Have an awareness and basic knowledge where appropriate of the most recent legislation. 

	Systems and Information 

	· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information appropriately – in writing, by telephone, electronically and in person. 

· Maintain and update accurate computerised and manual records as required 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade D)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· In depth knowledge of admin and office systems 

· Knowledge of health & safety regulations

· Knowledge of school procedures 
	

	Experience

· Significant experience in public or private sector finance and administration

· Experience of operating administrative systems, including Microsoft Office
	· Supervisory experience

	Occupational Skills 

· Good ICT skills and ability to use the keyboard with speed, accuracy and precision 

· High level of literacy and numeracy skills. 
· Excellent written and verbal communication skills

· Budget management skills

· Analytical and statistical skills

· Problem solving skills

· Ability to use the keyboard with speed and precision 

· Report writing skills 
	

	Qualifications 

· Level 3 qualification in business / finance / administration or equivalent to evidence in depth knowledge of administrative & financial processes 

	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

· Level 2 Word Processing qualification or equivalent. 

	Personal Qualities
· Attention to detail, neatness and accuracy

· Organisational skills

· Ability to work successfully in a team

· Confidentiality

· Ability to work to deadlines and prioritise own workload, aswell as work of others
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children’s & Young People’s Service 
(School Name)

JOB DESCRIPTION

	POST: Senior Administrative Officer 
	

	GRADE: Grade G (scp 13-18)

	

	RESPONSIBLE TO: Headteacher/ Business Manager
	

	STAFF MANAGED: Finance/Admin staff
	

	POST REF:
	
	JOB FAMILY:
	2

	JOB PURPOSE:
	To provide an effective and efficient administrative service to the Headteacher and the School. The post holder will either have significant amount of responsibility for the supervision of other members of support staff OR significant responsibility for monitoring the school budget and other financial administrative duties (delete as appropriate).   Also supports the smooth running of the school by managing the lettings of the school and dealing with problems as they arise



	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, budget monitoring and reception service, where excellent organisational skills are essential in order to handle the variety of tasks required to be undertaken.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Organise and control the administrative and clerical support to the Headteacher and staff. 

· Organise and manage the Information System requirements to provide up to date support for the school. 

· Contribute to the development of administrative policies and procedures

· Administer & manage, where appropriate, the lettings agreements including the calculation and authorisation of payments to the caretaker, advertising of vacant rooms, licensing of the premises and the collecting and accounting of letting income. 

· Take accurate minutes of meetings. 

· Liaise with the Caretaker regarding cleaning problems, contractors for Cleaning, Catering and Recreation. 

· Compile statistical returns for senior management as required. 

· Analyse and interpret data and produce reports 

· Be proactive, initiate necessary action and be able and prepared to put forward your own judgements. 



	Communications 


	· Communicate information to the Headteacher, governing body, senior managers and other staff as required. This may include attendance/participation at governing body/management team meetings. 

· Communicate effectively with other staff, visitors, Governors, contractors, pupils and their families/carers. 

 

	People/Resource management 
	· Be involved in setting and monitoring the school budget, including reconciliation of oracle.   
or

· Manage the delegated administration/support staff to ensure effective performance of duties. 

(delete as appropriate)

· Be Manage the day to day administration of the school finances  

· Input income and expenditure information.

· Process orders and payments for stationary, equipment etc. 

· responsible for the induction and training of delegated support staff in computer systems, procedures and school policies. 

· Participate in training and other learning activities and performance development as required. 

· Attend staff meetings and training days and management team meetings by agreement with the Headteacher. 


	Safeguarding 
	· Adhere to data protection legislation 

· Maintain confidentiality as detailed in procedures 
· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with.  

· Have an awareness and basic knowledge where appropriate of the most recent legislation. 

	Systems and Information 

	· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information as appropriate – in writing, by telephone, electronically and in person. 

· Responsible for ensuring accurate records are maintained and updated as required 



	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade G)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Significant knowledge of office and admin systems 

· Knowledge of Health & Safety regulations

· Knowledge of school procedures

· Knowledge of finance for budget management and checking financial records. 

· Knowledge of procurement procedures 

· Have an awareness and basic knowledge of the most recent legislation and the common law duty of confidentiality. 
	

	Experience

· Significant experience in public or private sector finance and administration

· Experience of managing staff

· Experience of the use of a range of IT applications
	

	Occupational Skills 

· Excellent ICT skills and ability to use the keyboard with speed, accuracy and precision 
· Advanced analytical and statistical skills

· Excellent problem solving skills

· Ability to work on own initiative 

· High level of literacy and numeracy skills. 

· Excellent written and verbal  communication skills

· Report writing skills 
	

	Qualifications 

· Level 3 qualification in Business/Finance/Administration or equivalent to evidence  in-depth knowledge of administrative, finance and business processes 

· Commitment to undertake training relevant to post.
	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

· Level 4 qualification 

	Personal Qualities
· Attention to detail, neatness and accuracy

· Dependability and reliability

· Ability to work successfully in a team & lead a small team of staff 

· Confidentiality

· Ability to prioritise conflicting demands and pressures

· Ability to work with a wide range of people e.g. pupils, teachers, parents and Governors.
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.



Children’s & Young People’s Service 
(School Name)

JOB DESCRIPTION

	POST: Office Manager
	

	GRADE: Grade H (scp 18-23)

	

	RESPONSIBLE TO: Headteacher / Business Manager
	

	STAFF MANAGED: Finance and Admin Staff
	

	POST REF:
	
	JOB FAMILY: 2
	

	JOB PURPOSE:
	To manage the Admin/Finance function within the school to provide an effective and efficient service to all staff, pupils and parents, ensuring the smooth running of the school on a daily basis. 

The jobholder will either have considerable direct responsibility for financial resources e.g. budget preparation, monitoring and reporting to Governors OR the  Post holder will manage a team of support staff (minimum of 3), including the recruitment, allocation and monitoring of work, appraisal and training.  (delete as appropriate)

Expected to use analytical skills, inititiative and experience to deal with problems as they arise.


	JOB CONTEXT:
	Works within the busy environment of the school office managing the administration for the school, providing an administrative, reprographics, budget monitoring and reception service, where excellent organisational skills are essential in order to handle the variety of tasks that are required to be undertaken.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Input information into computer systems including expenditure and profiling. 

· Analyse, interpret and evaluate data and produce detailed reports as required

· Contribute to the development of administrative policies and procedures 

· Manage lettings agreement and licensing provision of school premises, and be responsible for collecting, accounting and banking of all monies received and the calculation and authorisation of payments. 

· Compile and submit statistical returns on a weekly, monthly, annual basis or as required by the Headteacher or LA. 

· Monitor service contracts, school licenses and insurance 

· Keep up to date and provide information to Headteacher, Senior Managers and Governors on relevant financial/admin matters. 

· Organise room bookings and assist with the planning of school events e.g. school trips. 

· Facilitate the smooth running of the school administration e.g. exclusions, admissions and leaver’s paperwork. 

· Handle and process computerised information, which includes staff salaries and absence management information. 

· Be proactive, initiate necessary action and be able and prepared to put forward your own judgements. 

· Be able to record, summarise, share and feedback information, using IT skills when necessary to do so. 



	Communications 


	· Communicate information to the Headteacher, governing body, senior managers and other staff as required. This may include attendance/participation at governing body/management team meetings. 

· Takes a lead role in communication within the school

· Communicate effectively with other staff, Governors, visitors, contractors, pupils and their families/carers. 

· Liaise with Headteacher, Heads of Departments, Teachers and external departments e.g. NYES HR and Payroll.
· Manage the delivery of an efficient reception service, acting as the first point of contact and dealing with queries

· Provides advice on a variety of topics to a range of audiences eg. Procedural advice

	People/Resource management 
	· Support the head-teacher in prepare the annual budget and longer term spending plans and monitor the school budgets
OR

· Manage a team of admin/finance or other support staff -  Oversee and organising their workload as well as participate in the recruitment / induction / appraisal / training / mentoring of the team the post holder is responsible for. 

(delete as appropriate)
· Responsibility for purchase and maintenance of furniture and fitting

· Check and reconcile financial records, including resolving queries. 

· Prepare, organise and submit quotations/tenders, financial statements and undertake financial monitoring including reports to Governors. 
· Manage the process of paying suppliers. 
· Banking and accounting for school funds and other relevant funds. 

· Promote the generation of income for the school, this includes advertising and monitoring the usage of facilities 

· Participate in the school’s performance management scheme. 

· Participate in training and other learning activities and performance development as required. 

· Attend staff meetings and training days and management team meetings by agreement with the Headteacher. 



	Safeguarding 
	· Know about relevant Government and local guidance, policies and procedures, and how they work in the wider workforce e.g. Every Child Matters agenda. 

· Adhere to data protection legislation 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with.  

	Systems and Information 

	· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information appropriately – in writing, by telephone, electronically and in person. 

· Have an awareness and basic knowledge of the most recent legislation and the common law duty of confidentiality. 

· Ensure that information systems are in place to ensure that accurate electronic and manual records are maintained and updated as required  



	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Administrator (Grade H)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Substantial knowledge of office and admin systems 

· Knowledge of health & safety regulations & procedures

· Knowledge of school procedures

· Knowledge of finance procedures for budget management 

· Knowledge of procurement procedures 
	

	Experience

· Substantial experience in public or private sector finance/administration, with experience of computerised management information system and accounts

· Experience of managing staff

· Experience in budget preparation, management and monitoring
	

	Occupational Skills 

· Excellent ICT skills and ability to use the keyboard with speed, accuracy and precision 

· Excellent Interpersonal and communication skills
· Advanced analytical & statistical skills

· Problem solving skills

· Highly developed organisational skills

· Project management skills

· High level of literacy and numeracy skills. 

· Ability to work independently and on own initiative

· Leadership skills 

· Report writing skills 
	

	Qualifications 

· Relevant level 4 qualification in Business/Finance/Administration or equivalent.
	· Appropriate first aid training (Dependent on the schools needs - insert as appropriate)

· Book keeping or Accounting qualifications

	Personal Qualities
· Attention to detail, neatness and accuracy

· Dependability and reliability

· Ability to work successfully as part of a team & lead a team 

· Confidentiality

· Ability to prioritise conflicting demands and pressures
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
	

	Behaviours
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.
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