ROYAL BOROUGH OF GREENWICH
PERSON SPECIFICATION

	JOB TITLE


	ADMINISTRATIVE ASSISTANT

	

	Scale 4 Spine Point 18 – 21 (£20,667 - £22,425)
King’s Oak School


	CRITERIA OR REQUIREMENTS
	Method of Assessment
	Short – listing Criteria



	A
	EDUCATION

	
	

	1.
	GCSE or equivalent qualifications in a range of subjects.

	AF/I
	√

	B.          EXPERIENCE


	
	

	1.
	Previous experience of working as an administrator and undertaking a range of administrative duties.


	AF/I
	√

	2.
	Experience of, or willingness to learn a range of computer applications.


	AF/I
	

	3.
	Experience of school based systems (desirable).


	AF/I
	

	C.        KNOWLEDGE/SKILLS/ABILITIES

1.        Basic knowledge of the work of a school and knowledge of 

           Data Protection Legislation.

2.       Understanding of and willingness to promote the Council’s 

          Equal Opportunities Policies and the ability to implement these 

          in the classroom.

3.       Ability to promote equality of opportunity in dealing with
          Children, school staff, other professionals and parents.

4.       Ability to maintain efficient record keeping systems and

          Effective use of IT packages.

5.      Ability to convey straightforward information orally and in writing

         to pupils, parents and colleagues.

6.      General clerical/administrative financial work.

7.      Ability to use own initiative as well as being able to work

         constructively as part of a team, understanding school roles  

         and responsibilities and your own position within these.


	AF
AF/I

AF/I

AF/I

AF/I
AF/I

AF/I


	√

√

√

√
√

√


	8.
	Ability to take personal responsibility for organising day to day targets.


	AF
	

	9.
	Ability to produce accurate and up-to-date records and reports as required.


	AF
	

	10.
	Ability to work in an organised and methodical manner.


	AF/I
	

	11.
	Ability to identify own training and development needs and co-operate with means to address these.


	AF
	

	12.
	High level of sensitivity and confidentiality in dealing with pupils, parents/carers and colleagues.


	AF/I
	√

	13.
	Willingness to participate in development and training opportunities.

	AF/I
	

	14.
	Ability and willingness to work in a flexible manner.

	AF/I
	


A/F = Application form

I      = Interview

s/ps teaching asst- jan 07

