	PERSON SPECIFICATION


	        

	IQRA PRIMARY SCHOOL

	

	Job Title: OFFICE ADMINISTRATOR
	

	
	

	 Qualifications / Education / Training:

	· Good general standard of education –GCSE’s to Level C or equivalent in English, Mathematics or equivalent.

· IT Literate – Windows, Excel, SIMS, Email

· NVQ3 in Admin desirable or working towards essential
· Numerate



	EXPERIENCE

	Previous Experience of using Microsoft products:

· Word (intermediate level)
· SIMS 
· Excel (intermediate level)
· Outlook (email, calendar and tasks)
Minimum of two year’s experience or demonstrable ability of:
· School Office based secretarial and administration experience commensurate with the post
· Reception duties



	

	Competencies

	· Demonstrate interpersonal skills.
· Ability to work as part of a team and on own initiative with minimal supervision.
· Understand the rules of strict confidentiality.
· Ability to prioritise workload, to work under pressure and set and meet pre-determined deadlines.
· Knowledge of office support processes.
· To be flexible and adaptable to the wide range of duties required including covering other office staff duties if required.
· Willingness to undertake training and learn new systems.
· Able to produce accurate and well presented work.
· Ability to deal appropriately with difficult situations. 


	Specific Working Requirements:

· To demonstrate an understanding of, and commitment to understand and comply with school policies and procedures including equal opportunities policy and practice, GDPR and safeguarding.

	
	


