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Employee Specification Form
	Post Number
	

	
	Job Title
	Level 4 Administration and Finance (Business Support Band D)

	
	Department
	Somerville Nursery School

	
	Prepared by and date
	M Zazzi – December 2025

	Important - Study “Explanatory Notes” printed overleaf before completing form

	Essential Personal Attributes
	Stage Identified
	Desirable Personal Attributes
	Stage Identified

	Qualifications
· Administrative/IT National Qualifications Level 4 or equivalent (or working towards) or relevant experience
· Very good literacy / numeracy skills
	





	

· Administrative/IT National Qualifications Level 3



	





	Experience
· Manage and implement relevant administrative and/or financial procedures within an educational setting
· Ability to use initiative and make decisions
· Planning, developing and monitoring support systems and procedures
· Maintaining and updating of recording and information systems
· Experience of working with minimal supervision
· Ability to work within set deadlines
· Work constructively as part of a team
	




	· Knowledge of Arbor and FMS
· Management of financial processes and budgets
· Experience of supporting and organising meetings
· Experience of working with the public (adults and children)
     .
	






	Knowledge and skills
· Analytical skills for interpreting data and complex information
· Excellent interpersonal, communication both verbally and in writing
· Very good ICT skills



	








	
· Knowledge of financial management regulations, procedures and practices, development and implementation of financial systems
· Negotiation skills
· Full working knowledge of relevant school policies / codes of practise and general awareness of relevant legislation

	




	Special Requirements
· Experience of handling cash
· Drivers licence
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