Person Specification Form
Title of Post: Business Support Officer 

 (Richard Durning’s Endowed Primary School)

	Personal Attributes required
	Essential (E) or Desirable (D)
	To be identified by:

	Qualifications

· GCSE grade C or above in English Language and Maths or equivalent

· RSA l/ll (word processing) or equivalent


	E

D


	AF

AF

	Experience

· Recent experience in clerical/receptionist work
· Recent experience within school office

· Experience of dealing with members of the public either face to face or on the telephone

· Experience of using computer based systems

· Experience of using school computer based systems – SIMS.net; Finance 6; Attendance


	E

D

E

E

D
	AF/I/R

AF/I/R

AF/I/R

AF/I

AF/I

	Knowledge / skills / abilities

· Use of Microsoft Office

· Ability to use email systems, word processing, spreadsheets and database packages

· Good file management – hard and electronic copies
· Good telephone manner
· Ability to work on own initiative

· Good communication skills in relation to other colleagues and to members of the public both verbally and in writing

· Ability to prioritise own workload and meet competing deadlines
· Ability to manage social media for school and after training to keep school website up to date


	E

E

E
E

E

E

E

D
	AF/I

AF/I

AF/I

AF/I/R

AF/I/R

AF/I/R

AF/I/R

AF/I



	Personal Qualities
· A caring and enthusiastic approach

· Good team player

· Approachable and good inter-personal skills

· Able to ensure strict confidentiality

· A commitment to equal opportunities and fairness

· Able to work under pressure

· Sense of humour

· Sensitivity


	E
E

E

E

E

E

E

E
	I

I/R

I/R

I/R

I

AF/I/R

AF/I/R

AF/I/R

	Other
· Willingness to undertake additional training and contribute to their personal development


	E
	AF/I


