	SPECIAL EDUCATIONAL NEEDS ADMINISTRATOR
Person Specification

	[image: image1.emf]


	Factors
	Essential

	Desirable

	Qualifications
	· Qualification in maths and English
· Experience in using Microsoft Office

· Good typing skills


	· Willing to undertake further training

· 

	Experience, knowledge and skills
	· Confidentiality 

· Office skills, administrative or secretarial
· Can work well as part of a team

· Ability to use initiative and work independently

· Good communication skills, oral and written

· Ability to work under pressure

· Attention to details

· Ability to maintain accurate records


	· Experience of school office systems.

· Knowledge of safeguarding requirements



	Personal Qualities
	· Positive attitude
· Adaptable and flexible

· Time management skills

· Friendly manner and sense of humour


	


