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Where Every Student Matters & Every Student Thrives






	Employee Specification Form

Job Title : Administrative Assistant                                                   Department:     South Wirral High School


	Personal Attributes

	
	ESSENTIAL
	DESIRABLE

	
	Attribute
	Stage identified
	Attribute
	Stage Identified

	Qualifications
	· Educated to GCSE 9 to 4 (A* to C), 

including English and Maths, 
	A
	· Administration qualification
· ICT qualification
· First Aid qualification

	A

	Experience
	· Recent administration experience including reception, dealing with the public
· Experience of developing and establishing processes and procedures


	A, I
	· Experience of working in a school or with young people
· Experience of dealing with cash

	A, I

	Knowledge and Skills
	· Excellent communication and organisation skills
· Excellent interpersonal skills

· Proficient in the use of ICT software including MS Word, MS Excel
· Ability to demonstrate attention to detail and accuracy
· Ability to prioritise work to deadlines
· Have a flexible, positive approach to problem solving
· Ability to deal sensitively and confidentially with pupils, parents and professionals.

	A, I
	· Up to date knowledge of the safeguarding responsibilities of all adults who work with children

· Understanding of Freedom of Information / Data Protection legislation

· Experience of using SIMS as a software package.

· Commitment to develop and improve through professional development


	A, I

	Special Requirements
	· Ability to work under pressure as part of a team.

· Calm and collected, able to respond quickly and positively to changing demands.

· Approachable, pleasant and helpful telephone / face to face manner

· Enthusiastic and self-motivated


	A, I
	· Qualified First Aider

	A, I


A - Application Form

R - Reference

I   - Interview

[image: image1.png]