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Person Specification
	
	


	Job Title
Academy Administrator
	Thematic Area

	Date Completed
May 2018

	Grade
Scale 3/4, Point 5-11
	Location
Q3 Academy Langley
	Signature



The Personnel Specification outlines the main attributes needed to adequately perform the post specified.  In drawing together the specification, a critical examination of the job description has been undertaken to pinpoint those elements of the post deemed as essential.

The Personnel Specification is intended to give prospective candidates a better understanding of the post requirements.  It will be used as part of the recruitment process in identifying and shortlisting candidates.

	
	Essential
	N/A
	How identified

	1. Physical
	
	
	

	What does the job require in the way of:-

Appearance, manner, speech, general health, voice etc.  Consider the real needs of the job.  Be particularly wary about setting age limits which actively discriminates against specific age groups and disabled people.
	A good attendance record.  Candidates should have less than 4 absences in the last 6 months or not more than 10 days absence over the last 12 months prior to the closing date of the post.  

Any absences relating to a disability or any other incapacity will be viewed sympathetically and will be considered if fully explained.  Due regard will be made to the need to make reasonable adjustments in line with the requirements of the Equality Act 2010.  (This information will be obtained from successful candidate after conditional offer of employment has been made.)

Smart appearance.  Ability to communicate with staff, students, parents and outside agencies with a polite, professional manner and to work under pressure during peak times of the Academy year.

	
	Job and medical history from application form and references.

Performance in interview process.

	2. Qualifications
What does the job require in the way of:-

Level of formal qualifications required to carry out the job.  Describe these by level of attainment and by subject matter where appropriate, e.g. Degree, HNC, Professional Qualifications, GCSE's, CIPFA etc.  Consider carefully whether these are absolutely necessary.
	General education to minimum level 3 or equivalent to include Maths and English at GCSE grade C or above (or equivalent) 
Evidence of continuing professional development
	
	Formal possession of an appropriate qualification to be verified at interview or from records.


	
	
	
	

	3. Experience/Knowledge
What does the job require in the way of:-

Specific related job experience and in what type of working environment.  What kind of life experience could supplement or replace this?  Which is more important to the success of the job?


	Experience of working in an Administrative role.
Knowledge of Academy IT packages would be advantageous but not essential.


	
	Past employment/ academic activity record.  Performance in related selection methods, e.g. presentation, group discussion.

	
	
	
	


	
	Essential
	N/A
	How identified

	4. Circumstances (personal)
	
	
	

	What kind of personal circumstances are required to do the job properly?  The ability to work shifts, weekends etc.  The willingness and ability to travel and stay away from home.  Willingness to live in if the job requires.  Ability to drive, car ownership.
	Willingness to be flexible in hours worked and to accommodate peaks in the workload.

Ability to travel to different location.

Willingness to attend evening meetings
	
	Ensuring candidates are aware of these requirements from the job description.  Interview questions and application form details.

	5. Legal Requirements
	
	
	

	Are there any limitations or requirements imposed by statute that candidates must comply with, e.g. special qualifications, minimum age range etc.? Are there any "Genuine Occupational Qualifications" as defined in legislation which apply to this post?

	The post will be offered subject to satisfactory references, Enhanced DBS Check and Medical Clearances
	
	Application form and interview questioning and reference.


The Academy is committed to safeguarding and promoting the welfare of children. All post holders are subject to a Satisfactory Disclosure & Barring Service Check (DBS) and satisfactory employment references, as well as identification and qualification, prohibition and barred list checks which will be required before commencing duties.

The above list is indicative and not exhaustive. The post holder will be expected to carry out any other duties associated with the work of the Academy as may be directed by the Chief Executive/Head of School, commensurate with the grade of the post. This job description will be reviewed and updated periodically in order to ensure that it relates to the job performed or to incorporate any proposed changes. This procedure will be conducted by the Chief Executive/Head of School in consultation with the post holder and if applicable the relevant trade union. In these circumstances it will be the aim to reach agreement on reasonable changes but if agreement is not possible management, the employee and Trade Unions will continue to consult within an agreed time period to seek a reasonable solution to amend and make changes to the job description which are agreeable by both parties.

Signed Employee: …………………………………… 
Date: ………………………………… 
Signed Chief Executive/Head of School: ……………………………………………….. 
Date: …………………………………………………………………
