[image: image1.jpg]


                                                              Person Specification                                               [image: image2.png]



Administration Assistant
	
	Essential
	Desirable
	Method of Assessment

	Knowledge/Qualifications 

	Knowledge of Ofsted’s safeguarding requirements
	
	(
	I

	A willingness to undertake further relevant training and to pass those skills on to other members of staff as appropriate
	(
	
	AF/I

	Knowledge of SIMS
	
	(
	AF/I

	Knowledge of the Freedom of Information and Data Protection legislation
	
	(
	AF

	Good ICT skills 
	(
	
	T

	Experience 

	A successful record of working with children 
	
	(
	AF/I

	A successful record of participating as a team member
	(
	
	AF/I

	Experience of Microsoft Office 
	(
	
	AF/T

	A commitment to safeguarding and promoting the welfare of children and young people
	(
	
	AF/I

	A successful record of achieving goals
	(
	
	AF/I

	Experience of setting targets for your own work and reviewing progress and outcomes
	(
	
	AF/I

	Skills

	Ability to communicate excellently with staff, parents, the community and relevant external agencies in a variety of formats
	(
	
	AF/I/T

	The ability to listen carefully and demonstrate the ability to work in a positive, open and reflective manner
	(
	
	AF/I

	Ability to demonstrate patience, flexibility and a sense of humour
	(
	
	AF/I/T

	A capacity for demanding work
	(
	
	AF/I

	Excellent communication and interpersonal skills
	(
	
	AF/I/T

	An effective team member
	(
	
	AF/I

	Ability to be efficient and reliable and work under pressure 
	(
	
	AF/I

	Able to enthuse others and demonstrate a commitment to school improvement
	(
	
	AF/I

	Ability to plan, organise, prioritise work and meet tight deadlines, ensuring the smooth running and professional practice of the school office
	(
	
	AF/I

	Enthusiastic and co-operative ethos with respect/support for our school’s values
	(
	
	I

	Open-minded and receptive to new ideas, able to use own initiative to proactively seek improvements to our current systems
	(
	
	I

	

	Must have an understanding of and commitment to the Trust’s equal opportunities policies and procedures
	(
	
	AF/I

	To be able to demonstrate a commitment to celebrating diversity and promoting community cohesion in a multi-cultural setting
	(
	
	AF/I
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