HEADTEACHER’S PERSONAL ASSISTANT




PERSON SPECIFICATION


	CHARACTERISTIC


	ESSENTIAL
	DESIRABLE
	ASSESSED BY



	Qualifications
	· 5 GCSE’s (Grades A-C) or equivalent including English and Maths


	· A Level (or equivalent)

· Degree (or equivalent)

· NVQ in Business Management
	Application Form



	ICT Skills


	· Word Processing/typing

· Use of email

· Use of Internet

· Knowledge and use of computerised information management systems

· Use of voicemail in business environment
	· Recent use of Microsoft Office (Word & Excel inc. mail merge)

· Recent use of Microsoft Outlook for diary and contact management

· Knowledge and use of SIMs software

· Use of multifunction network copiers (copy/print/fax/scan)


	Application Form and practical task

References



	Communication Skills


	· Excellent written and oral communication skills

· Shorthand and/or dictation

· Demonstrable experience of dealing with members of the public

· Ability to keep confidences

· Ability to act as first point of contact to Teaching and Associate staff
	· Ability to represent employer/act as an ‘ambassador’ at senior levels
	Application Form

Interview and

Practical task

References



	Administrative Experience


	· Experience in PA role at senior level
· Experience of working in a varied and busy role

· Ability to prioritise conflicting demands

· Ability to meet deadlines

· Flexible attitude towards last minute changes in plans/requests

· Data input experience


	· Work within an Education setting

· Servicing the demands of senior staff in a professional environment


	Application form and Interview

References



	Other


	· An awareness of, and commitment to equal opportunities

· Positive, cheerful approach

· In possession of the energy, drive and enthusiasm to get the job done

· Ability to work steadily through ‘mundane’ tasks as well as more complicated ones

· Ability to work flexibly/attend evening meetings/functions

· Sense of humour

· Patience

· Attention to detail


	· Experience of working in the Education Sector

· Very good research skills – the ability to use all available sources to find answers to questions outside your own immediate knowledge
	Application form, Interview and Practical Task

References




