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Person Specification
Job Title:  Office Manager / Administrator
Hours:  full time / part time – flexible for the right candidate
Grade: H3-5
Responsible to: the Headteacher

	
	Requirement
	Manager
	Administrator
	Assessment

	Qualification
	Good pass in GCSE Maths and English (or equivalent)
	Essential
	Essential
	Application Form

	Specific Training Requirements
	Experience of using MS Office
Knowledge of compliance to GDPR regulations
Experience of using SIMS or another similar MIS system
Experience of operating phone systems/switchboard
Experience of using Hertfordshire school systems (Solero/The Grid) 
Experience of using ParentPay or similar online payment system
Experience of working with online banking
Knowledge of RM Finance or other financial management system
	Essential

Desirable


Essential


Essential


Essential



Desirable


Desirable


Desirable
	Essential

Desirable


Desirable


Desirable


Desirable



Desirable


Desirable


Desirable
	Application Form
Application Form

Application Form

Application Form

Application Form


Application Form

Application Form

Application Form

	Experience
	Experience of supervising/ leading/ managing others
Proven ability to develop effective relationships with a variety of stakeholders both in and outside the school community
Experience of working in a school environment
	Desirable


Essential





Essential
	n/a


Desirable





Desirable
	Application form and interview
Interview



Application form

	Knowledge
	Knowledge of the day to day running and responsibilities within a school office environment
Knowledge of KCSIE and safeguarding
	Essential




Desirable
	Desirable




Desirable
	Interview


Interview

	Skills and Competencies
	Ability to prioritise in a busy school office to enable work to be done effectively under pressure, with clear attention to detail and to meet deadlines.
Ability to maintain confidentiality for parents, children and staff
	Essential






Essential
	Desirable






Essential
	Interview

	Communication Skills
	Excellent verbal and written communication skills
Ability to relate and work well with children and adults showing empathy, understanding and resilience where required
Ability to deliver excellent customer service to pupils, parents, staff, visitors and all external organisation where necessary
	Essential


Essential




Essential
	Essential


Desirable




Desirable
	Interview and application form
Application form and interview


Application form and interview

	Personal Attributes
	Self-motivated and resilient with a positive attitude and the ability to work under own initiative
Enthusiastic and proactive team member, committed to sharing success and supporting colleagues
High level of professionalism and integrity
Flexibility to be open and adapt to deal with whatever situation or scenario presents itself
	Essential



Essential




Essential


Essential
	Desirable



Essential




Essential


Desirable
	Interview


Interview


Interview

Interview




Headteacher  Mrs N. Wilby 
Studlands Rise First School,  Studlands Rise, Royston, Herts, SG8 9HB
T: 01763 243930 	E: admin@studlandsrise.herts.sch.uk         W:www.studlandsrise.herts.sch.uk
[image: C:\Users\wfelstead\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\F719B6CD.tmp]               [image: C:\Users\wfelstead\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\7ABE38F3.tmp]          [image: T:\PE\SG-L1-3-mark-platinum-2022-23-2023-24.jpg]              [image: O:\Logos\SSP Logo.jpg]            [image: C:\Users\wfelstead\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\F69D8901.tmp]           [image: 30 hours free childcare - Hertfordshire Grid for Learning]
image1.png




image2.jpeg
Oféted
GOOD




image3.png




image4.jpeg
L\

; S )
\ PLATINUM }

~0 g
25 0t
-~ e




image5.jpeg
— School Sport Partnership —




image6.png
Eco-Schools




image7.jpeg
X L%

hours

free
childcare

Hertfordshire




