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Person Specification

Senior Administration Officer


	PLEASE DENOTE

   E  =  Essential

      D  =  Desirable
	Where Measured

Key: 

AF   Application Form

I       Interview

P      Presentation

T      Test

R      Reference

	Knowledge

Knowledge of financial legislation and practice affecting schools.

Knowledge of Best Value Accounting Code of Practice.

Knowledge of The Financial Management Standard in Schools

Understanding of current Health and Safety legislation and best practice.

Understanding of Schools letting procedures
	D

E

D

D

D
	AF/I/R

AF/I

AF/I

AF/I

AF/I

	Skills

Ability to establish and review targets and make decisions.

Ability to communicate effectively with staff, parents, the community and relevant external agencies.

Ability to plan, prepare for and take notes at professional meetings.

Ability to lead and work as member of a highly performing team.

Ability to line manage and undertake performance appraisals of other office staff.

Ability to relate well to children and adults. 

Financial administration skills including planning, budgeting, monitoring 

and evaluation of the budget.

Ability to produce a range of policies and present data in reports.

Ability to plan, organise, prioritise own work and the work of others to ensure that the office is efficient.

Ability to meet tight deadlines.
	E

E

E

E

E

E

E

E

E

E
	AF/I

I/R

I/R

I

AF/I/T

AF/I/T

AF/I/T

AF/I/T

AF/I/T

AF/I/T

	Experience

Experience of management in an office environment, 

Experience of financial management

Experience of ordering supplies and equipment via computerised system

Experience of utilising computerised accounting systems

Experience of using the Local Authority’s preferred computer systems e.g. FMSIS, SIMS.net
	D

D

D

E

D


	AF/I

AF/I

AF/I

AF/I

AF/I



	Qualification

Willingness to study for Certificate in School Business Management (if not already holder of this qualification)

Maths and English GCSE Grade C or equivalent
	D

E
	AF

AF

	Approach to work

Commitment to whole school development

Commitment to good quality and high standards

Open-minded and receptive to new ideas, approaches and challenges

Commitment to own personal development
	E

E

E

E
	AF/I/P/T

AF/I/P/T

AF/I/P/T AF/I/T

AF/I/P/T
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