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Office Manager Person Specification

	
	Essential
	Desirable
	Evidence

	Training and Qualifications
	· English and Maths (GCSE level pass or equivalent)
 
	· Relevant further professional qualifications
· First Aid  

	· Application Form
· Certificates

	Experience
	· Experience with managing staff members
· Successful experience of working with the public
· Commitment to safeguarding issues and understanding of promoting the welfare of children
· Experience of financial management
· Experience of sending and responding to correspondence 

	· Experience of school information management systems
· Experience of financial software
· Experience of budget monitoring 
	· Application Form
· Supporting letter of application
· Interview


	Knowledge and Understanding
	· Good knowledge and understanding of value for money in contracts and resources
· Understand the requirements of GDPR
	· Understanding of HR procedures
· Understanding of premises management
	· Supporting letter of application
· Interview
· Interview activity
· References

	Skills
	· Ability to skilfully and effectively deploy staff
· Good interpersonal and organisational skills
· Creative and imaginative thinking in order to identify opportunities and anticipate problems
· Good communication to a range of audiences
· Excellent time management, with the ability to meet deadlines and to prioritise tasks
· Effective word processing, database and spreadsheet use
	
	· Interview
· Interview activity
· References

	Personal Attributes
	· Personal and professional commitment to the ethos and aims of the school
· Support and promote the values of a Church of England school.,
· Positivity and resilience
· Dedication
· Determination 
· Confidentiality
· Able to use initiative and solve problems
· Able to reflect on own practice and identify areas of development
· Calmness under pressure
· Proactive in seeking professional development opportunities
· Flexibility, energy and enthusiasm
· Team player
	

	· Interview
· Interview activity
· References
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Inspire to achieve




