Langdon Primary School - Person Specification for Office Manager/Bursar
Position:

Office Manager/Bursar
	
	Essential
	Desirable


	Qualifications/Training
	· Educated to A Level Standard
· GCSE to Grade C standard English and Mathematics (or equivalent)

	· Knowledge of School’s Information Management System (SIMS)

· Knowledge of School’s Information Management System - Financial Management Systems (SIMS FMS)

· Knowledge of School’s Budget Planning Software (BPS)

· First Aid in the Workplace and/or Paediatric First Aid

· Level 3 Diploma with accountancy or finance skills (or equivalent)


	Experience and Understanding
	· Significant experience of working in administration and finance 
· Experience of accounting and financial processes and of maintaining and monitoring budgets 

· High level of experience in and competency when using ICT and associated software including Microsoft Word and Excel
· Ability to operate manual and ICT based filing systems and make improvements where necessary

· Knowledge of Health and Safety issues within the workplace

· Awareness of Data Protection and confidentiality issues

	· Experience of working in a school office
· Use of SIMS for schools (as above)
· Awareness of School’s Record Retention policy and freedom of information protocols
· Awareness of KCC Financial Regulations

	Practical Skills
	· High standards of professional practice
· Highly organised, proactive, able to prioritise, manage own time and work independently 
· Able to work to deadlines

· Excellent interpersonal and communication skills, including telephone communication skills

· Ability to reflect and develop own practice and attend relevant training 
· Ability to work in an orderly way and maintain neat, tidy and organised working environment
· Ability coordinate and arrange meetings and to take accurate notes and minutes 
· Able to negotiate eg. contracts/services

	

	Personal Attributes and Qualities
	· Committed, hard working and enthusiastic disposition

· Confident with high expectations of themselves, other adults and pupils

· Ability to relate well to others and to children
· Ability to work well within a team

· Willingness to share ideas and learn from others

· Honesty

· Able to maintain confidentiality
· Flexibility and responsiveness to ensure the school runs effectively and efficiently

	· Ability to take a lead role when necessary

· Empathy with parents and carers

· Show initiative

· Sense of humour


Please make reference to the above in submitted applications and/or interview
