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PERSON SPECIFICATION
ADMINISTRATIVE ASSISTANT (SCALE 3)
	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE

(Relevant work and other experience)
	· A motivated and innovative team player
· Committed to the schools’ ethos and aspirations
· Aptitude for administrative work

· Knowledge of Microsoft Office
	· Previous experience in a similar role

· Knowledge of Bromcom (Schools Information Systems) 

· Broad administrative experience
· Experience of working in a school

	SKILLS AND ABILITIES

(e.g. written communication skills, dealing with the public)

	· Good written and oral communication skills

· Ability to deal with a variety of people in a professional manner 

· An excellent telephone and personal manner

· Ability to deal with confidential matters

· Ability to communicate with all stakeholders – parents, students, staff, outside agencies, etc
· Sense of humour and positive, “can do” attitude

· Excellent organisational skills
	

	TRAINING
	· Willingness to undertake relevant training
	· Evidence of recent training

	EDUCATION/
QUALIFICATIONS


	· Excellent literacy and numeracy skills

· Good general education qualifications
	· First Aid Qualification

· Typing and word processing qualifications

	CONTRA INDICATORS
	· Criminal convictions involving offences against children.
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