
	Person Specification

	Job Title:
	School Admissions /SIMS Data Administrator
 – Grade 5

	
	School Name:
	Peter Hills with St Mary’s & St Paul’s CE Primary School 


	
	
	Essential (E) or Desirable (D)
	How assessed (A / I / T)

	Knowledge / qualifications:
	· A sound knowledge of computer databases and spreadsheets. 
· A sound knowledge of using Microsoft software, particularly Word at a basic to intermediate level.
· Excellent written and oral skills. 

· Knowledge of administrative systems

· Knowledge of school administrative systems
	E

E

E

E

D
	A/I

	Experience:
	· Considerable experience of using SIMS
· Experience in a similar administrative role
· Experience in a similar role in a school or similar working environment. 
	E

E
D


	A/I

	Aptitudes, skills and competencies:
	· Ability to set and work to agreed targets and work schedules. 

· Ability to communicate effectively with persons at all levels. 

· Ability to work pro-actively. 

· Ability to organise one’s own tasks with minimum supervision.
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E

E

E

E

D
	A/I

	Special conditions:
	· Motivated to work with children & young people.

· Ability to form & monitor appropriate relationship & personal boundaries with children & young people.

· Appropriate attitudes to use of authority & maintaining discipline.

· The postholder may be required to work outside of normal school hours on occasion, with due notice.

· All postholders will be required to undertake an enhanced DBS check. Individuals on the children’s barred list (and adults barred list where relevant) should not apply.

· An understanding of the principles of Keeping Children Safe in Education 2015 and a commitment to ensuring the health, safety and wellbeing of all children.
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