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 BATLEY GRAMMAR SCHOOL
                                                           A co-educational Free School for pupils 4-16

                            Believe - Grow - Succeed

        Administration Assistant - Person Specification
	QUALIFICATIONS AND TRAINING
	Essential
	Desirable
	Identified by



	NVQ level 2 or equivalent in literacy and numeracy

or equivalent.

	(
	
	Application

	IT literate including Word processing / data processing/ spreadsheets/ e-communications. 


	(
	
	Application
References 

	Evidence of self -development including having successfully completed recognised qualifications 
	
	(
	Interview

	Willingness to undertake training to develop skills in order to take a proactive role in administration.
	(
	
	Application

References

Interview

	SKILLS and KNOWLEDGE  EXPERIENCE



	Experience in organising and managing administrative systems and procedures in a busy office environment 


	(
	
	Application

References

Interview

	Ability to work under limited supervision, including determining and organising information; to manage own workload, to work under pressure and with initiative.
	(
	
	

	A working knowledge of Management Information Systems (MIS), including the ability to create and run reports and input data and information.
	
	(
	

	Experience of face to face contact with students and parents in an educational environment.
	
	(
	

	An understanding of child safeguarding and school policies
	(
	
	

	PERSONAL SKILLS  AND ATTRIBUTES



	Strong timekeeping skills and ability to work to deadlines
	(
	
	Application

References

Interview

	Hardworking and committed
	(
	
	

	Ability to act with confidentiality and sensitivity
	(
	
	

	Ability to maintain records and to work in a logical, organised manner
	(
	
	

	Information technology skills
	(
	
	

	Able to prioritise and hence manage complex and conflicting demands and pressures


	(
	
	

	Ability to communicate clearly and effectively both orally and in writing


	(
	
	

	Good interpersonal and listening skills
	(
	
	

	Ability to work as part of a team as well as individually
	(
	
	

	PERSONAL QUALITIES



	Approachable, calm and courteous
	(
	
	Application

References

Interview



	Proactive, creative and imaginative
	(
	
	

	Be flexible and responsive to change
	(
	
	

	Adopt high standards of behaviour in a professional role
	(
	
	

	Commitment to the School’s Aims and Core Purpose
	(
	
	

	Commitment to own professional development and willingness to undertake necessary training
	(
	
	

	A willingness to contribute to the wider aspects of school life in supporting students success
	(
	
	

	Good sense of humour


	
	(
	


Batley Grammar School is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All posts are subject to an enhanced DBS check and satisfactory employment references.
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