
BRISTOL CITY COUNCIL 



             EMPLOYEE SPECIFICATION
Department: Education & Lifelong Learning           
  
Job Title:  Primary School Administrator Level 3                  Bristol Grade: 7
        POST NO
	ESSENTIAL (Must have)
	DESIRABLE (Should have) 

	Knowledge & Experience

Minimum of 5 years business administration and finance experience.
5 years’ experience of working in schools or similar environment.
NVQ Level 3 or equivalent in Business / School administration and / or equivalent experience 

Competence in Microsoft applications including Excell, Word, Management Information Systems, and computer based accounting systems.
Capability to use standard procedures including:

The collecting and recording of money, preparing banking and paying of invoices.
Ordering of resources and maintaining stock levels 

Language Skills: Higher level of fluency.  Able to ask complex questions to citizens to understand their needs and be able to advise on the necessary actions to be taken and the information that must be captured accurately.  

Abilities & Aptitudes
Adept at working independently and as part of a team

Ability to cope with changing and challenging priorities with excellent organisational and time management skills.

Ability to use spoken and written communication skills to ensure that contacts, who may be unfamiliar with the education system, may be enabled to understand the situation which needs resolution and organise complex material and appointments.

Ability and willingness to work cooperatively as part of a team.

Maintain confidentially with both written and verbal
communication.
	Knowledge & Experience
Knowledge of statuary LEA regulations

Supervisory experience

Knowledge of school administration systems.

Experience and knowledge of HR/Payroll procedures and legislation.
Abilities & Aptitudes
Ability to line mange staff, including workload organisation.

First aid certificate


	SPECIAL CONDITIONS  

The post holder will be required to pass relevant safeguarding checks including DBS checks and Barred. Where the job involves working within early years services at any time it will be offered/the employee is required to confirm that they are a not disqualified from working within early years services by association.
The postholder may be required to attend meetings outside the normal school day.
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