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GEORGE MITCHELL SCHOOL 
Administrator
Person Specification

      

	Qualifications
	Essential/

desirable

	· Minimum Level 2 qualifications or equivalent in English and Maths.
	E

	· First Aid qualification whilst desirable is not essential however, a willingness to obtain qualification through approved training is essential.
	D

	Experience
	

	· Experience of working with young people
	D

	· Experience of working in a school setting
	D

	· Knowledge of using the SIMS software
	D

	· Knowledge of a cashless catering system such as iPay or others
	D

	· Experience dealing with student attendance
	D

	Qualities
	

	· High levels of integrity, trust and endeavour
	E

	· Self-confidence and a calm approach when dealing with challenging and difficult circumstances
	E

	· A self-starter who can set and meet deadlines and prioritise
	E

	· A problem solver who always strives to achieve better levels of service
	E

	· Approachable, flexible and with sound judgment.
	E

	General Skills and attributes
	

	· Excellent organisational skills
	E

	· Strong knowledge of Microsoft word, outlook and Excel
	E

	· Strong administrative skills
	E

	· Excellent communication skills: oral and written
	E

	· Ability to work constructively both individually and as part of a team
	E








George Mitchell School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 


All adults are required to adhere to the school’s safeguarding polices and practices.


As part of the School's safe recruitment procedures all staff regularly undergo the enhanced DBS check.








