Person Specification – Administrative Officer (Kent Range 5/C)
Park Way Primary School
	Category
	Essential
	Desirable

	Qualifications
	GCSEs (or equivalent) in English and Maths (Grade C/4 or above)
	First Aid qualification; Safeguarding or administrative qualification

	Experience
	Administrative experience; Front-of-house or public-facing role; Handling confidential information; Handling cash and financial records
	Experience in a school; SIMS/MIS; HR or payroll administration

	Skills & Knowledge
	Excellent communication; Strong organisation and prioritisation; Accurate data handling; IT competence (Word, Excel, email); Understanding of safeguarding and confidentiality
	Knowledge of school safeguarding, DBS and SCR; Knowledge of school finance or attendance systems

	Personal Qualities
	Professional, welcoming manner; Discretion and integrity; Reliability and flexibility; Ability to work under pressure; Team player
	Proactive, solution-focused approach

	Safeguarding
	Commitment to safeguarding children; Willingness to undertake enhanced DBS; Compliance with school policies
	—

	Physical Requirements
	Ability to work at a reception desk; Move around school site; Undertake light physical tasks
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