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	Criterion
	Essential
	Desirable

	1. Education & Experience
	· Good general standard of education with qualifications to at least GCSE level with 5 A-Cs including maths and English
· Experience of working as a senior PA and/or Administrator

· Experience of working in a school environment
	· A Level or equivalent standard

	2. Skills and Abilities
	· ICT Skills (Intermediate Word, Excel, Microsoft Outlook, PowerPoint,)

· High level minute taking skills and ability to synopsise complex discussion

· Outstanding written and oral communication skills

· Highly approachable and engaging

· Good communication and interpersonal skills when working with staff, students and parents

· High level of personal organisation, and the ability to work without close supervision

· Ability to adapt quickly to different situations

· High level of accuracy and attention to detail 

· Ability to work in a team and individually

· Experience of dealing with confidential issues
	· Knowledge of SIMS
· Knowledge or understanding of secondary school procedures

· Understanding of schemes of delegation


	3. Attitude & Motivation
	· Interested in learning about best practice in all aspects of the job and able to apply learning to develop new approaches.
· Flexible and adaptable in your approach to working in an organisation where unexpected demands can arise at any time needing new approaches.
· Flexible approach with regard to duties asked of you. 

· Good listening skills 
	

	4. Personal Qualities
	· You will be enthusiastic.
· You will be a patient person who gets on well with others 

· Professional commitment is a strong characterisation of our staff - we will expect you to maintain a low level of absence, a high level of punctuality, and a smart & tidy appearance.
· Calm, confident attitude

· Positive role model 

· Able to comply with the confidentiality requirements of the post

· Willing and able to comply with school policies on equal opportunities

· Able to comply with the Safeguarding Children requirements of the post, including successful completion of DBS & other relevant background checks 
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