LYTHAM HALL PARK PRIMARY SCHOOL 
	Person specification form

	Job title: School Administrative Officer 2
	Grade: 4

	Directorate: Children and Young People
	

	Establishment or team: Lytham Hall Park Primary school

	Requirements

(based on the job description)
	Essential (E)

or

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

interview (I),

or
other (give details)

	Qualifications
	
	

	4 GCSEs at Grade C or above including English language and maths (or equivalent)
	E

	AF  

	Experience
	
	

	Relevant practical experience of working in an office environment 
	D 
	AF

	Experience of working in a similar role in a primary school

Experience of school administration systems – eg SIMS 

Experience of Microsoft Office

Preparation and presentation of letters, documents and reports

Experience of working as team member 


	D
D
E

E

E


	AF
AF/I

AF

AF/I

AF/I

	Knowledge, skills and abilities
	
	

	Ability to communicate well with staff, children, parents and governors 
	E
	AF/I

	Ability to work as part of a team & excellent interpersonal skills
	E
	AF/I

	Good organisational and administrative skills 
	E
	AF/I

	
	
	

	Ability to maintain confidentiality 
	E
	AF/I

	Flexible attitude to work

	E

	AF/I

	Ability to fulfil reception duties including; 
· a polite professional telephone manner
· ability to take and relay accurate messages
· providing a positive first point of contact service for pupils, parents/guardians, visitors, staff and other outside agencies

	E
	AF/I 

	Ability to undertake a range of office administration accurately and efficiently, including data entry skills
Ability to prioritise workload and to work to, and to meet, deadlines

Ability to work accurately under pressure in a very busy environment

Ability to take initiative and be adaptable to new changes and procedures
	E

E

E

E
	AF/I

AF/I

AF/I

AF/I



	Other (including special requirements)
	
	

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


	I

	2. Commitment to equality and diversity
	E
	I

	3. Commitment to health and safety
	E
	

	4. Commitment to attendance at work
	E
	I

	5. Commitment to undertake in–service development
	E
	I

	Prepared by:
	Miss K Ainsworth      Mrs C Tyson  
	
	18-9-2025

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


