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	Job Related Knowledge, Experience and Skills

	Essential
	Desirable

	Qualifications

· Relevant qualification / experience in finance, accounting or business administration
· Record of Continuous Professional Development 
· First Aid training
· Knowledge and understanding of procedures and policies around confidentiality, data protection and sharing of information.
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	Experience
· Experience of working in an administrative or office environment
· Experience of business and financial management of school resources including budget and financial planning.
· Management of procurement and best value 
· Experience of reporting to senior management.
· Ability to manage time effectively to complete tasks and monitor own practices to ensure standards are met and maintained.
· Experience of dealing with the public (face-to-face, phone, email)
· Experience of managing records and handling confidential information
· Understanding of attendance processes and statutory requirements
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	· Working in a strategic role in an educational environment. 
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	Knowledge and skills
· Strategic thinking and forward planning.
· Use of Initiative 
· Problem Solving
· Ability to challenge and support colleagues 
· Excellent IT skills 
· Excellent communication and presentation skills 
· An awareness and understanding of the safeguarding responsibilities of all adults who work with young children.  
· An ability to work under pressure and ensure deadlines are met  
· Thorough knowledge of and a commitment to the statutory requirements of legislation concerning Equal Opportunities and Health & Safety
· Thorough knowledge of GDPR legislation
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	· Thorough understanding of HR issues within a school context
· Understanding of how to use school Arbor and other ICT packages
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	Additional requirements
· Commitment to the Christian ethos of our school
· Commitment to developing positive relationships with pupils, families, staff and the wider community
· Willingness to work flexible hours when necessary (for example during school events) and be involved in wider school activities.
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