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PERSON SPECIFICATION – Office Administration Team Lead
	CRITERIA
	ESSENTIAL (E)
DESIRABLE (D)
	METHOD OF
ASSESSMENT

	
	E
	D
	Application – A
Interview –     I
References -  R

	
	
	

	Experience
	
	
	

	Evidence of the ability to effectively appraise, manage and direct others in their work and manage change.
	
	
	A, I, R

	Substantial relevant experience of running highly effective administrative systems.
	
	
	A

	Evidence of providing high levels of support and challenge to a team, demonstrating an effective leadership and management style that encourages participation, innovation and develops colleagues’ confidence.
	
	
	A

	Experience of Year 7 and mid-phase admissions and the appeals processes
	
	
	A

	
	
	

	Education and Professional Qualifications 
	
	
	

	Good standard of English & Mathematics at Grade C or above at GCSE level.
	
	
	A, I

	Relevant qualification in office administration and ICT application.
	
	
	A, I

	
	
	

	Knowledge
	
	
	

	Evidence and ability to create a united, committed, highly effective staff team. 
	
	
	A, I, R

	Excellent listening, oracy, literacy, and numeracy skills; together with IT skills (Word, Excel, Outlook, email, and databases).
	
	
	A, I, R

	The ability to lead coach and motivate staff within a performance management framework, providing professional development and effectively challenging and managing any underperformance.
	
	
	A, I, R

	Confidentiality and discretion
	
	
	A, I, R

	
	
	

	Aptitudes and Abilities 
	
	
	

	Evidence of continuing professional development and willingness to in accordance with the needs of the school.
	
	
	A, I, R

	An understanding of and commitment to equal opportunities in its widest sense and a commitment to inclusive education.
	
	
	A, I, R

	A commitment to safeguarding and welfare of all students.
	
	
	A, I, R

	An understanding of GDPR, and data protection practices.
	
	
	A, I, R

	
	
	

	Attitude/Motivation
	
	
	

	Hard working, conscientious and accurate.
	
	
	I, R

	Passion, resilience, and optimism to lead through day-to-day challenges while maintaining a clear strategic vision and direction.
	
	
	I, R
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