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Person Specification – Administrative and Finance Assistant

Qualifications & Training

Essential

· Good general standard of education (GCSE level or equivalent, including English and Maths).

· Willingness to undertake relevant training, including safeguarding, data protection, and systems training.

Desirable

· Qualification in administration, business support, or finance.

· Training or certification in Xero accounting software.

· Training in the use of school MIS systems (e.g., Arbor, SIMS, ScholarPack).



Experience

Essential

· Experience working in a busy administrative environment.

· Experience handling enquiries from the public, both face-to-face and via telephone/email.

· Experience using ICT systems for data entry, communication, and record keeping.

Desirable

· Experience working in a school or educational setting.

· Experience in financial administration, including data input, invoice processing, or budget monitoring.

· Experience maintaining or administering MIS or other database systems.

· Experience organising meetings, events, or activities.

· Experience contributing to digitalisation or paperless office systems.



Skills & Abilities

Essential

· Strong organisational skills and the ability to prioritise workload effectively.

· High level of accuracy and excellent attention to detail, particularly when handling financial or pupil data.

· Proficient in Microsoft Office software (Word, Excel, Outlook) and confident in learning new digital systems.

· Ability to maintain confidentiality and handle sensitive information appropriately.

· Excellent communication skills, both written and verbal.

· Ability to work effectively as part of a small team and independently when required.

· Ability to remain calm, professional, and approachable in a busy office environment.

Desirable

· Ability to use Xero accounting software.

· Ability to administer a school MIS system and maintain accurate pupil and attendance data.

· Ability to support improvements in workflow efficiency or digital processes.



Personal Qualities

Essential

· Reliable, flexible, and proactive in approach.

· Friendly and professional manner when dealing with pupils, parents, visitors, and staff.

· Commitment to continuous improvement of administrative and financial processes.

· Positive attitude to change and willingness to learn new skills.

· Strong commitment to safeguarding and promoting the welfare of children and young people.



Other Requirements

Essential

· Suitable to work in an environment with children and young people.

· Successful completion of an Enhanced DBS check and any other required safeguarding checks.
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