Lancashire County Council
	Person specification form

	Post title: School Business Support Officer 4 
	Grade: 6

	Directorate: Children and Young People
	Post number:      

	Establishment or team: Great Arley School 

	Requirements

(based on the job description)
	Essential (E)

or

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

interview (I),

test (T), or
other (give details)

	Qualifications
	
	

	5 GCSE's at Grade C or above including English and Maths
	E
	AF

	Business and administration qualification (NVQ and above)
	D
	AF/I

	Experience
	
	

	A minimum of 2 year’s recent experience of working in an office environment
	E
	AF/I

	Experience of working with data and producing reports
	D
	AF/I

	Experience with online payment systems (e.g. Parent pay)
	D
	AF/I

	Experience of Microsoft IT software packages
	E
	AF/I

	Experience of liaising with external stakeholders and colleagues from other agencies
Experience of supervising a small team 
	D
D
	AF/I
AF/I

	Knowledge, skills and abilities
	
	

	Proven ability to communicate effectively with individuals at all levels both internally and externally

	E
	AF/I

	Excellent organisational skills, the ability to work under pressure and a ‘can do approach’ 
	E
	AF/I

	Proven ability to prioritise workload, meet rigorous deadlines and targets, whilst maintaining accurate records
	E
	AF/I

	Ability to work constructively as part of a team, understanding school roles and responsibilities
	E
	AF/I

	Willingness to participate in development and training opportunities 
	E
	AF/I

	Ability to maintain confidentiality and adhere to data protection
	E
	AF/I


	Other (including special requirements)

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

2. Commitment to equality and diversity
3. Commitment to health and safety

	E

E
E


	I

I
I



	Prepared by:
	Gemma Anderson 

	Date:
	30/09/19

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


