
 
 

GEORGE SPICER PRIMARY SCHOOL 

Person Specification 

Office Manager (Scale 6) 

Criteria Essential Desirable 

Qualifications & 
Training 

Good standard of education, 
including GCSE (or 
equivalent) Grade C/4 or 
above in English and 
Mathematics. 

Business Administration 
qualification, School Business 
Management qualification, 
CIPD qualification or relevant 
professional training. 
 

   

Experience 
Experience of managing an 
office environment. 

Experience of working within a 
school or educational setting. 

 
Experience of supervising or 
managing staff. 

Experience of line managing 
administrative and/or welfare 
staff. 

 
Experience of managing 
competing priorities and 
meeting deadlines. 

Experience of managing 
educational visits and school 
compliance processes. 

 

Experience of financial 
administration, budget 
monitoring and processing 
payments. 

Experience of school finance 
systems, including RM Finance 
or equivalent. 

   

Knowledge & 
Understanding 

Understanding of effective 
office management 
procedures and systems. 

Knowledge of school 
administration processes and 
statutory requirements. 

 

Understanding of 
confidentiality, GDPR and 
data protection 
requirements. 

Knowledge of Arbor MIS or a 
similar Management 
Information System. 

 

Understanding of 
safeguarding responsibilities 
within a school 
environment. 

Knowledge of health and 
safety requirements within 
schools. 

 
Understanding of financial 
regulations and best 
practice. 

Knowledge of educational 
visits procedures and 
procurement 

   

Skills & Abilities 
Excellent written and verbal 
communication skills. 

Experience of producing 
management information 
reports. 

 
Strong organisational and 
administrative skills. 

Advanced Microsoft Office 
skills. 



 
 

 
Ability to lead, motivate and 
support a team. 

 

 
Ability to manage multiple 
priorities and work under 
pressure. 

 

 
Strong IT skills, including 
Microsoft Office 
applications. 

 

 

Ability to analyse 
information, solve problems 
and make informed 
decisions. 

 

 

Ability to build effective 
working relationships with 
staff, parents, governors 
and external agencies. 

 

 
Ability to work 
independently and as part 
of a team. 

 

   

Personal 
Qualities 

Professional, approachable 
and resilient. 

 

 
Commitment to maintaining 
high standards and 
continuous improvement. 

 

 
Flexible, adaptable and 
willing to learn new skills. 

 

 
Ability to remain calm, 
positive and solution-
focused under pressure. 

 

 
Commitment to equality, 
diversity and inclusion. 

 

 

Commitment to 
safeguarding and promoting 
the welfare of children and 
young people. 

 

Special Requirements 

The successful candidate will: 

• Be committed to safeguarding and promoting the welfare of children and 

young people. 

• Undertake an Enhanced DBS check and other safer recruitment checks. 

• Maintain confidentiality and professional integrity at all times. 

• Participate in training and professional development as required. 

• Be willing to work flexibly to meet the needs of the school. 


