Ruislip Gardens Primary School                                                           Person Specification


Office Administrator

	
	Essential 

	Qualifications
	1. Proficient in the use of Microsoft Office at a level of expertise considered to be intermediate or above.

2. Be an excellent and confident user of Microsoft Excel with an ability to manipulate, format and process data.

3. Strong communication skills, both written and oral.

	Experience
	1. Experience of working with young people.

2. Experience of working at the front line with members of the public.

3. Previous office experience

	Ability/Skills
	1. Ability to communicate effectively with children.

2. Ability to be discreet and maintain confidentiality.

3. A willingness to participate in in-service training and professional development.

4. Ability to engage constructively with, and relate to, a wide range of young people and their families/carers who may be concerned about issues.

5. Ability to work effectively with other members of the administration team, teaching and support staff, senior managers within the school, and with external agencies.

6. Ability to work effectively and network with a range of services in order to build up detailed knowledge of the specialist support services available e.g. uniform supplier. 

7. Ability to multi task and to keep calm under pressure.

	Equal 

Opportunities
	1. Commitment to equal opportunities.

2. Ability to promote and support the school’s equal opportunities policy.

	Disposition
	1. Ability to work hard with competing deadlines, prioritising appropriately, and maintaining good humour.

2. Ability to show initiative.

3. To be interested in children as individuals, in how they learn and be committed to the needs of all.

4. To believe in the importance of team work and a collaborative approach, and be able to build supportive working relationships with colleagues. 

5. Ability to work both independently and flexibly.

6. Energetic and enthusiastic with a naturally positive outlook.


