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	Essential/Desirable

	Qualifications
	GCSE Grade 4/C (or equivalent) in English and Mathematics.
	Essential

	
	NVQ Level 2 or 3 in Business Admin or Accounting
	Desirable 

	
	Valid First Aid Certificate
	Desirable

	Finance & IT Skills
	Experience with school systems like SIMS, FMS, or Parentmail.
	Desirable 

	
	A practical, comfortable understanding of basic bookkeeping, mathematical checks, invoices, and basic spreadsheets (Word and Excel).
	Essential

	
	
	

	Communication
	Strong communication skills and a professional approach when dealing with parents, suppliers, and staff.
	Essential

	
	Clear, professional phone manner and communication skills
	Essential

	Discretion
	Absolute discretion and tact when handling confidential staff, financial, or pupil data.
	Essential

	
	
	

	Compliance
	Complete commitment to the safeguarding and welfare of children, subject to a standard Enhanced DBS check
	Essential

	Experience 
	Previous experience in a school or childcare environment
	Desirable 

	
	Proven experience in an office administrative or data role.
	Essential
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