Personal Specification

Valley School

Post title:  Special School Admin/Finance Support Officer

	Attributes and requirement
	Essential
	Desirable
	How Identified

	Relevant Experience & Knowledge
	· Good knowledge and understanding of administrative, finance and personnel procedures

· High level of competence using email, the internet and working with relevant ICT packages  Microsoft Office

· General Office/Reception/ Admin experience 

· Experience of handling cash and maintaining accounts

· High level of accuracy

· Excellent literacy and numeracy skills
	· Experience of working in a school office environment

· Experience of using SIMS,FMS, HCSS and Tucasi or similar software packages


	Application form

Interview

References

	Education & Training
	· Good standard of general education to include 5 GCSE’s including English and Maths (A-C)

· Willingness to undertake training and development


	· Certificate or Diploma in School Business Management

· Evidence of continuing professional development


	Application form

Interview

	Special Knowledge & Skills
	· Approachable, flexible and patient

· Self-motivated and organised, ability to work calmly under pressure and to meet deadlines

· Excellent inter-personal skills

· Confidentiality, tact and diplomacy in relationships with all members of our school community

· Commitment to excellence

· Ability to interact well with children who have complex learning difficulties

· Sense of humour, unflappable

· Able to be flexible with hours if situations arise

· Will seek advice and support when necessary

· Open minded and receptive to new ideas


	· Experience liaising with outside agencies and parents


	Application form

Interview

References


