
St Bede’s Inter-Church School –  Knowledge and Skills Specification




For all Admin Support Roles

Knowledge

	Essential
	Desirable

	Previous experience of working in an office environment, dealing with face to face interaction
	Previous experience of working in a school office

	Good working knowledge of ICT systems including word processing, spreadsheets and presentation software.
	Specific knowledge of school databases – preferably SIMS
Knowledge of Microsoft Office software package

	Understanding of Safeguarding in schools
	Working knowledge of Safeguarding in Schools

	Understanding of data protection and confidentiality
	Working knowledge of GDPR and confidentiality

	Understanding of school ethos and at least be in sympathy with the school’s Christian values
	Be able to support the school ethos and our Christian values




Skills

Ability to relate well to children and adults
[bookmark: _GoBack]Ability to work collaboratively as part of a team, understanding roles and responsibilities and your own position within these
Able to use clear, accurate, and appropriate standard English in all forms of communication, ensuring consistency, professionalism, and effectiveness across all aspects of the role
Ability to work flexibly in support of the school
Ability to pay close attention to detail to ensure accuracy
Resourcefulness, enthusiasm, patience, resilience and a sense of humour
Ability to work independently and with initiative
Demonstrates the ability to interact with all members of the school community in a positive, respectful, and professional manner, consistently promoting a welcoming and supportive image that reflects our school’s vision and ethos



image2.png




image1.png




