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PERSON SPECIFICATION

PA to the Head of School / Administration Officer
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Training and Qualifications
	Essential
	Desirable

	5 GCSE passes A* to C or equivalent (inc English and Maths)
	(
	

	Educated to A Level or equivalent
	
	(

	Relevant qualification e.g. PA Diploma, NVQ III Business Admin
	
	(

	Experience, Knowledge & Skills 
	
	

	Minimum of 3 years’ experience in a similar role
	(
	

	Responsibility for own professional development and be willing to partake in further staff development
	(
	

	Excellent oral and written communication skills
	(
	

	Accuracy and attention to detail
	(
	

	High level of ICT skills including a strong working knowledge of Microsoft Office applications
	(
	

	The ability to relate to staff, students and visitors
	(
	

	The ability to manage a busy diary
	(
	

	Previous experience of working within an educational setting
	
	(

	Previous experience of a ‘Clerk to Governors’ role
	
	(

	Experience of personnel administration
	
	(

	Experience of line management
	
	(

	Experience and/or knowledge of the Academy sector
	
	(

	Personal Qualities
	
	

	The ability to motivate, support and challenge
	(
	

	The ability to promote and maintain quality control in all aspects of work 
	(
	

	A team player with energy, commitment, enthusiasm and resilience. 
	(
	

	The ability to provide a deliver effective customer care
	(
	

	The ability to prioritise workloads and to work to given deadlines
	(
	

	The ability to adapt to change within the working environment
	(
	

	The ability to maintain confidentiality
	(
	

	A commitment to equality and diversity policies 
	(
	

	A commitment to Health and Safety
	(
	

	A commitment to the Trust’s Joint Faith Christian Ethos
	(
	

	An understanding of child protection and safeguarding
	
	(
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