
 

 

	
	
	
 
School / Quality Assurance Administrator 
 
Person Specification 

 
 

Essential Application 
Form Interview 

Qualifications 

5 GCSEs (or equivalent) at grade A*- C (including 
Mathematics and English Language) X  

Successful completion of Post-16 education (e.g., 
tertiary college or adult education) equivalent to 3 A 
Levels 

X  

Professional 
Experience 

Minimum of two years working in an office 
environment X  

Experience of working in an educational setting X X 
Experience working with educational MIS (e.g., 
SIMS, Facility, Schoolpod) X  

Experience in the reporting of financial and 
personal data (e.g., budget reporting, cashflow, 
demographic analysis) 

X X 

A successful track-record of working with various 
stakeholders X  

Knowledge 

Knowledge of school administration and practices X X 
An understanding of safeguarding issues relating to 
children and young people X X 

Knowledge and awareness of the importance of 
confidentiality and data protection X  

An understanding of the school ethos, approach, 
and student demographic X X 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 

Skillset 

Ability to undertake a range of office administration, 
accurately and efficiently including data entry skills X X 

Excellent communication skills, both verbal and 
written to pupils, parents/guardians, visitors, staff 
and other outside agencies 

X  

Able to identify, the needs of the school office, 
including the extended services within school X  

Excellent organisational skills X  
Ability to prioritise workload and to work to, to 
meet deadlines, and to creatively problem solve X X 

Ability to work accurately under pressure in a very 
busy environment X X 

Demonstratable experience working across the 
Microsoft Office suit to an extended/ professional 
level, including the ability to accurately proof-read 
and edit professional-standard documents for 
internal and external distribution 

X X 

Ability to work in partnership with all staff, teaching 
and support, governors and parents with resilience 
and enthusiasm 

X X 

Personal Excellent time keeping with an equally excellent 
attendance record 

X X 

Discreet & confidential whilst remaining 
professional, tactful & sensitive 

X  

Warm and approachable manner with good inter-
personal skills 

 

X X 

Sets high standards and expectations for self 

 

X  

Flexibility attitude to work including; 
• working hours, 
• demands and changes in the role 
• willingness to be involved in the school 

 

X  

Total honesty, integrity, and reliability 

 

X  

Energy, enthusiasm, adaptability and a good sense 
of humour 

X  

 
	
	
	
	



 

 

	
	
 
 
 

Desirable Application 
Form Interview 

Qualifications Attainment of FE/ HE qualification in Business 
Administration/ Administration/ related subject X  

Professional 
Experience 

Experience of working with Schoolpod X  
Knowledge and experience of working with 
educational policies relating to Health and Safety, 
behaviour, Attendance, Safeguarding, and others. 

X X 

Experience in building/ premises management X  

Knowledge 

An interest in educational current affairs and 
movements in the education sector X X 

An understanding of workplace Health and Safety 
practice X  

Experience in the administration and delivery of 
internal (mock) and public (GCSE/ Functional 
Skills) examinations 

X  

Skillset 

Ability to perform complex data analysis across data 
groupings; using complex formula taking into 
consideration the order of operations (as an 
example) 

X X 

Experience in copy editing and proof-reading 
documents for public consumption X X 

Ability to maintain and update websites using a 
variety of methods including HTML, CSS, and 
Javascript 

X  

Experience managing departmental spending 
(budgets and petty cash) and accurate reporting on 
such 

X  

Experience in collation and submission of SLASC 
data submissions, with experience in error 
correction and data conflict resolution 

X  

 


