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Office Manager
Person Specification

	Qualifications

	Essential/Desirable

	· GCSE grade C or Higher in English and Maths
	E

	· CIPD qualification 
	D

	· A level and degree
	D

	· Evidence of continuing professional development
	E

	 Knowledge and understanding 


	· An understanding of and commitment to the principles of safeguarding and promoting the welfare of children and young people
	E

	· Ability to develop and maintain record keeping/management information systems, providing accurate records and reports to senior leaders as required

	E

	· Ability to produce spreadsheets and interrogate a management information system

	E

	Expertise and experience


	· Evidence of working in a school environment
	D

	· Experience of managing data in SIMS 
	D

	· Experience of using all forms of ICT (including Microsoft Office)
	E

	· Experience of working within schools’ HR and all associated policies
	D

	· Experience of working with payroll systems and portals
	D

	· Experience of managing a team and co-ordinating staff. 
	E

	General Skills and attributes


	· Excellent organisational skills
	E

	· Excellent ICT skills
	E

	· Excellent interpersonal skills
	E

	· Excellent communication skills (verbal and written) to a range of audiences 
	E

	· Ability to work under pressure and keep a sense of perspective 
	E

	· Ability to prioritise and meet deadlines 
	E

	· Excellent organisational skills 
	E


