M23


	[image: ]
Employee Specification Form
	Post Number
	E556/11/01

	
	Job Title
	Administration and Finance Assistant Level 2

	
	Department
	Meadowside School

	
	Prepared by and date
	C Turnbull November 2025



	

	Essential Personal Attributes
	Stage Identified
	Desirable Personal Attributes
	Stage Identified

	Qualifications

	GCSE English and Maths grade 5/C or equivalent
	A
	Administrative/IT/Finance National Qualifications Level 2 or equivalent (or working towards)
	A

	Experience

	Operational experience of administrative systems
	A
	Experience of working in a school or educational setting
	A

	Use of office IT systems and equipment
	A/I
	Experience in general office environment
	A

	Processing, maintaining and updating of administrative and financial records
	A/I
	Ability to work as part of a team
	A/I/R

	Experience of working with the public (adults or children)
	A/I
	
	

	Knowledge and skills

	Knowledge of a range of administrative activities including knowledge of various IT packages
	A/I
	Knowledge of financial procedures
	A/I

	Effective interpersonal communication skills
	I/R
	Knowledge of safeguarding and data protection
	I

	Excellent organisational skills and ability to prioritise tasks
	A/I/R
	
	

	Good ICT skills
	A/I
	
	

	Special Requirements

	
	

	
Experience of handling cash
	 
A/I
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