Title of Job:
Senior Administrative Officer
PERSONNEL SPECIFICATION

Important note for candidates

The Council wishes to select the best candidate for this job, regardless of race, sex, disability, age, class or sexuality.  The selection process will be based only on assessing how well candidates meet the essential requirements listed below.  Please use your application to show how you meet these requirements.

	FACTOR
	REQUIREMENT
	METHOD OF ASSESSMENT

	Experience
	Extensive experience of working in a busy office setting preferably in a school. Using computers for a variety of purposes e.g. word processing, data storage, and financial management. 

Experience of line management, including delegating work appropriately, managing expectations and undertaking regular performance appraisals.

Proficient in the use of the school information management system. 

Experience of processing purchase orders via the school financial management system.

Dealing with enquiries face to face or over the telephone


	Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

Application Form/Interview

	Knowledge
	Understanding of and commitment to providing a fair and helpful service to all members of Newham’s community and work force

Awareness and understanding of Newham’s Commitment to Equal Opportunities and the inclusion of pupils with special educational needs into mainstream schools.


	Application Form/Interview

Application form/Interview

	Skills & 

Qualifications
	Educated an ‘A’ level Standard.


	Application Form/Interview

	
	Ability to communicate ideas and information clearly, tactfully, face to face, by phone and in writing.

Ability to work with numbers to undertake calculations (with a calculator if necessary).

Ability to read, write and understand letters, reports and other Council and school documents.

Ability to type competently.

Ability to show a flexible and adaptable attitude to work.

Ability to show willingness to undergo training to develop specific and new skills.

Ability to work as part of a team.

Ability to be proficient using computer for a variety of tasks e.g. Practical assessment, word processing, SIMs software etc.
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