St Hubert’s
R.C.       
[image: image2.png]


         Primary School

Believe to Achieve: Love God, Love Learning, Love One Another.
	Person specification form

	Job title: School Business Support Officer 1
	Grade: 3

	Directorate: Children and Young People - Schools
	Post number: 

	Establishment or team: 
St Hubert’s R.C. Primary School,

Hallfield Road,

Great Harwood.

BB6 7SN  

	Requirements

(based on the job description)
	Essential (E)

or

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

interview (I),

test (T), reference (R) or
other (give details)

	Qualifications
	
	

	5 GCSEs-Grade C or above (or equivalent) including English and Maths.
	E
	AF/I

	
	
	

	Experience
	
	

	Experience of providing general administrative support.
	E
	AF/I/R/T

	Receiving, recording and banking dinner/milk money etc
	D
	AF/I/R

	Undertaking reception duties.
	E
	AF/I/R

	Working in a school office environment and liaising with staff/parents/visitors.
	D
	AF/I/R

	School’s administrative and financial systems, SIMS, School Portal
	D
	AF/I/R

	Undertaking general financial administration.
	D
	AF/I/R

	Pupil admissions-recording data, liaising with other schools, class lists, timetables, managing information and returning statistics.
	D
	AF/I/R

	Administration of school lettings.
	D
	AF/I/R

	Recording, monitoring, reporting and pursuing pupil absence. 
	D
	AF/I/R

	Working with Microsoft Office packages
	E
	AF/I/R

	First Aid Certificate
	D
	AF

	Knowledge, skills and abilities
	
	

	Highly motivated
	E
	I

	Ability to use initiative, prioritise and meet deadlines
	E
	I

	Able to work within a team and from own initiative
	E
	I

	Ability to manage the SCR and complete safeguarding checks
	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
4. Commitment to sustaining regular attendance at work

5. Commitment to maintaining confidentiality

6. Willingness to undertake training relevant to the post
	E

E
E

E

E

E
	I

I
I
R
I

I

	Prepared by:
	Mrs J. M. Brooks

	Date:
	11/02/2025

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