Our Lady’s Catholic High School
	Person specification form

	Post title: School Business Support Officer
	Grade: 4

	Under supervision maintain, update and extract information from systems and database and provide general administrative/clerical/financial support for the school. 
	Essential (E)

or

desirable (D)
	To be identified by: application form (AF),

interview (I),

test (T), or
other (give details)

	Qualifications
	
	

	5 GCSEs A* - C including Maths and English (or equivalent)
	E
	AF

	Experience
	
	

	Experience of general clerical and administration support including word processing, routine correspondence, distributing mail etc
	E
	AF/I

	Reception duties
	D
	AF/I

	Filing, faxing and photocopying
	D
	AF/I

	Maintaining electronic records
	E
	AF/I

	Answering enquiries and resolving administrative issues
	E
	AF/I

	Administration of school clerical procedures
	D
	AF/I

	Knowledge, skills and abilities
	
	

	Effective use of ICT
	E
	AF/I/T

	Working knowledge of school IT systems – PARS, SIMS etc

	D
	AF/I

	Ability to produce accurate management information reports
	E
	AF/I

	Good communication and interpersonal skills
	E
	AF/I

	Ability to relate to pupils and adults
	E
	AF/I

	Understanding of classroom roles and responsibilities
	D
	AF/I

	Ability to work flexibly as a member of a team
	E
	I

	Able to use initiative and work independently

	E
	I

	Other (including special requirements)
1. Commitment to supporting the Catholic distinctiveness of the school

2. Commitment to safeguarding and protecting the welfare of children and young people 

3. Commitment to equality and diversity
4. Satisfactory attendance record

5. Commitment to health and safety
6. Commitment to own professional development
	E

E
E
E

E

E

E
	I

I
I

AF/I

R

I
I

	Note:
We will always consider your references before confirming a job offer in writing.


                        To be identified by: Application Form (AF), Interview (I), Reference (R) 
Please note that under the Criminal Justice and court Services Act 2000 it is an 
offence for an individual who has been disqualified from working with children to knowingly apply for, offer to do, or accept or do any work in a regulated position. An individual is disqualified from working with children if he/she is included on certain lists held by the Criminals Records Bureau, or has been disqualified from working with children as part of a sentence.
