Lancashire County Council
	Person Specification Form

	Post title: Business Support Officer 1
	Grade: 3

	Directorate: Children and Young People
	Post number: 

	Establishment: Whitefield Primary School

	Requirements

(based on the job description)
	Essential (E)

or

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

interview (I),



	Qualifications
	
	

	GCSE’s including Maths and English at Grade C or above 
NVQ level 2 in business administration (or equivalent)
First Aid at Work Certificate


	D
D
D
	AF,I
AF,I
AF,I

	Experience

	
	

	Experience of working in a busy office with knowledge of administrative and office systems


	E
	AF/I



	Experience of maintaining accurate records and handling correspondence.
Experience of face to face communication with the general public.

Ability to multi task and work under pressure.
Experience of using Microsoft Word and Excel.
Experience of working within a customer service environment.

Experience of working in a school.

Experience of using school systems such as SIMS or Arbour.
	E
E
E
E
D
D

D
	AF/I/
AF/I
AF/I
AF/I

AF/I

AF/I

AF/I



	
	
	

	Knowledge, skills and abilities
	
	

	Good written and oral communication skills
	E
	AF,I

	Ability to be organised and adaptable

	E
	I

	Commitment to self-development
	E
	AF,I

	Ability to establish good working relationships with others
	E
	AF,I

	Ability to communicate effectively at all levels
	E
	AF,I

	An understanding of the importance of confidentiality and discretion
	E
	AF,I

	Ability to use own initiative and work under pressure to meet  deadlines.
	E
	AF, I

	Knowledge of First Aid
	D
	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

4. Flexibility to change working days to meet the needs of the school.
5. Enthusiastic and positive work ethic.

6. Welcoming, kind and caring.

7. Ability to interact well with children.

8. Hard working showing loyalty to the school.
	E

E

E

E
E

E

E

E
	I

I

I

I
I

I

I

I

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


