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Headmaster’s PA
Person Specification
The successful candidate will have the following skills, experience and qualities:
	Competence


	Essential
	Desirable

	Skills & Experience

	
	

	Proven track record of successful support to a senior manager
	X
	

	Excellent organisational and planning skills with strong attention to detail and accuracy.
	X
	

	Ability to deal with sensitive information with discretion and to maintain confidentiality.
	X
	

	Excellent communication skills and the ability to build relationships with colleagues, parents and pupils
	X
	

	Good literacy skills to prepare correspondence and reports and maintain records to a high standard. 
	X
	

	Strong IT skills to include MS Outlook, Word and Excel and an appropriate typing speed.
	X
	

	An appreciation of school life, particularly the independent sector.
	
	X

	Ability to work on own initiative.
	X
	

	Excellent team working skills with the ability to work collaboratively and co-operatively with colleagues to hit deadlines.
	X
	

	Motivated and have the ability to take the initiative to manage tasks. 
	X
	

	A flexible, proactive approach to work with the ability to manage multiple tasks and deadlines
	X
	

	Personal Qualities


	
	

	Integrity, tact and diplomacy
	X
	

	Approachable and open manner
	X
	

	A good sense of humour and positive attitude
	X
	

	Smart and professional in presentation
	X
	


