Administration Assistant – Person Specification
Mossley CofE Primary School
Grade 5, SCP 7- SCP 11 | 32.5 hours per week | Term time only
The person we are looking for
Our administration team is a small but vital part of the smooth running of our school. We are looking for someone who will become a valued member of our team and who understands that effective school administration relies on teamwork, organisation, flexibility, accuracy and a willingness to help wherever needed.
The successful candidate will ideally bring experience of school administration, finance or a busy office environment. However, we are equally interested in candidates who demonstrate the right skills, attitude and potential and who are willing to learn. Training and support will be provided for the right candidate.
Essential criteria
	Area
	Essential

	Experience
	Experience of working in an administrative, office or customer-facing environment.

	Organisation
	Highly organised, able to prioritise tasks and manage competing demands effectively.

	Accuracy
	Excellent attention to detail and a commitment to maintaining accurate records and information.

	IT skills
	Confident using IT and common office applications, with the ability to learn new systems quickly.

	Communication
	Excellent verbal and written communication skills, with the ability to communicate appropriately with pupils, parents, staff, visitors and external organisations.

	Teamwork
	Able to work positively and cooperatively as part of a small team, supporting colleagues and contributing to a shared workload.

	Initiative
	Able to work independently, use initiative and recognise when tasks need to be prioritised or escalated.

	Flexibility
	Willing to adapt to changing priorities and support colleagues across different areas of school administration.

	Confidentiality
	Understands the importance of confidentiality and handling sensitive information appropriately.

	Resilience
	Able to remain calm, professional and positive in a busy environment where there may be interruptions, competing priorities and occasional challenging situations.

	Relationships
	Able to build positive and professional relationships with colleagues, pupils, parents and visitors.

	Safeguarding
	Commitment to safeguarding and promoting the welfare of children and young people.


Desirable criteria
	Area
	Desirable

	School experience
	Previous experience of working within a school or other education setting.

	Finance
	Experience of financial administration, including processing invoices, orders, payments, cash handling or basic reconciliations.

	School systems
	Experience of using school management, finance or pupil information systems.

	HR administration
	Experience of maintaining personnel records or supporting recruitment and pre-employment checks.

	Education administration
	Knowledge of school admissions, pupil records, attendance or other education administration processes.

	Qualifications
	Relevant administration, business or finance qualification, or equivalent experience.


Personal qualities
We are particularly looking for someone who is:
Approachable and friendly
You will often be one of the first people parents, visitors and other members of the school community meet, so a warm and professional manner is essential.
A team player
Our administration team is small, busy and highly interdependent. We need someone who communicates well, supports their colleagues and understands that sometimes everyone needs to pitch in to get the job done.
Calm under pressure
School life can be unpredictable! The successful candidate will be able to deal with interruptions, changing priorities and challenging situations without becoming overwhelmed.
Proactive and dependable
We need someone who can look at what needs doing, use their initiative and get on with tasks without always needing to be directed.
Willing to learn
School administration involves a wide range of systems, procedures and regulations. Previous experience is valuable, but the right attitude and willingness to learn are equally important to us.
Accurate and trustworthy
The role involves financial information, pupil and staff records and other confidential information. We need someone who takes pride in their work and can be relied upon to maintain high standards.
What we can offer
· A friendly and supportive school team.
· A varied role with the opportunity to develop a broad range of administrative skills.
· Support and training in school-specific systems and procedures.
· The opportunity to develop knowledge and experience in school finance and administration.
· A role where your contribution genuinely makes a difference to the smooth running of the school.
Shortlisting
Candidates will be shortlisted against the criteria identified as essential within this person specification. The desirable criteria will be used to inform shortlisting where appropriate.
We welcome applications from candidates who may not meet every desirable criterion but can demonstrate the skills, attitude, experience and potential to succeed in the role.
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