SEFTON METROPOLITAN BOROUGH COUNCIL

PERSON SPECIFICATION

Post:


       Office Administrator
Setting:                                 Complementary Education Service

	
	Essential (E)

or

Desirable (D)
	Method of Assessment

	Qualifications and Training

NVQ 3 or equivalent qualification in relevant discipline, e.g.Business Administration Level 3

Willingness to participate in training and development opportunities

GCSE or equivalent in English & Maths
Valid First Aid qualification
Additional qualification in relevant discipline including ICT
	E
E

E

D
D
	A/I

A/I

A

A

A/I



	Experience
Experience of development, management and operation of administrative systems

Significant experience of running an office
Experience of working in a school or other educational environment

Experience of finance and procurement including raising of purchase orders and receipting of procured goods and services

	E

E

D
D
	A/I

A/I

A/I

A/I



	Skills and Knowledge

Be able to work independently, prioritise effectively and manage multiple tasks whilst working in a busy office

Good numeracy/literacy skills

Effective use of ICT and other specialist equipment / resources including Microsoft Office
Ability to relate well to both children and adults

Very good communication skills

Work constructively as part of a team, understanding roles and responsibilities within the service and your own position within these

Sound understanding of data protection regulations

Ability to self-evaluate learning needs and actively seek learning opportunities

Analytical and problem solving skills
Friendly and approachable manner with excellent interpersonal skills
Flexibility

Professional approach

A commitment to working as part of the whole service team and supporting the vision and aims of the service
Good understanding of equal opportunities 
	E

E

E

E

E

E

D

E

E

E

E

E

E
D
	A/I
A

A/I

I

A/I

A/I

A/I

A/I

A/I

I

A/I

A/I

A/I

A/I



