RUSSET HOUSE SCHOOL
PERSON SPECIFICATION

Job Title:
ADMINISTRATIVE ASSISTANT
(Maternity cover)





Grade:  Scale 3















Hours:  24 hours/ 52 weeks
How Tested?

A
-
Tested by the Application form

I
-
Tested at interview

T
-
Test or Presentation
	CORE REQUIREMENTS
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA
	HOW TESTED

	1. ATTAINMENTS

Education and Qualifications
	Educated at GCSE Standard including English and Maths

	GCSE to include Maths and English (Grade C)
	A

	2. EXPERIENCE


	Experience of undertaking clerical/ administrative duties
	Experience of minuting meetings.

Experience of working with cash.

Experience of working in a school office

Experience of using Information Management Systems
Knowledge and Understanding of Education Health and Care Plans
	A / I

	3. SPECIAL SKILLS/ KNOWLEDGE / ABILITIES/ APTITUDES


	Computer literate / familiarity with Microsoft Office

Word Processing / secretarial skills 

Accuracy and attention to detail 

Work well in a team

Able to work to deadlines

Excellent communication skills

	Reception duties

Interest and willingness to learn about autism
	A / I / T

	4. PERSONAL QUALITIES
	Discreet / Confidential

Good organisation skills

Ability to use initiative

Ability to remain calm under pressure

Ability to manage time efficiently and effectively

Ability to relate to parents, staff , governors, professionals and pupils

Ability to work in busy open plan office with many interruptions
	Sense of humour

Commitment to the philosophy of the school
	A/I

	5. COMMITMENT TO THE PROMOTION OF EQUAL OPPORTUNITIES
	An understanding of Equal Opportunities Issues.
	
	A

	6. COMMITMENT TO THE PROMOTION OF HEALTH AND SAFETY AT WORK
	An understanding of the importance of Health and Safety at Work
	
	A/I


