Woolenwick Junior School
Person specification
Job title: Office Manger

	Criteria
	Essential
	Desirable
	Method of assessment

	Qualification
	· GCSE or equivalent in maths and English
	· NQV level 3 or above in Business of school admin or finance.
· Typing or word processing qualifications
	Certificates to be seen at interview

	Experience
	· Proven experience record in finance including the development, management and operation of financial management systems
· Experience of budget management
· Experience of liaison with external contractors
	· Previous experience in an education environment
· Experience of obtaining quotes and procurement systems
· Experience of liaison with outside agencies
· PA or senior secretarial experience
	Background/References/ Interview

	Job-related knowledge
	· Knowledge of Microsoft office including Word and Excel
· Database knowledge
· Knowledge of preparing reports, minutes, general correspondence

	· Knowledge of school finances systems
· Knowledge of administrative systems
· Knowledge of education services and systems
	References/ Interview

	Skills and aptitudes
	· Excellent communication skills
· Excellent interpersonal skills demonstrating the ability to confidentiality, tact and discretion 
· Demonstrates a courteous and friendly approach
· Works as part of a team
· Proven organisational skills with a high level of accuracy 
· Ability to be flexible and to adapt to changing and challenging circumstances
· Operate calmly and effectively 
· Show initiative and be self-motivating
· Ability to formulate ideas and solutions and present them effectively

	· Website skills
· [bookmark: _GoBack]Running an office team
	References/ Interview

	Other requirements
	· Strict confidentiality of information
· Commitment to personal professional development
· Commitment to equality of opportunity
· Relate well to pupils, parents and staff
· Commitment to safeguarding.
	
	



