St. Joseph's Convent School

Person Specification – PA to the Headteacher/ School Secretary

	
	Essential
	Desirable

	Education/Qualifications


	Educated to O level/ GCSE Maths and English


	

	Experience


	Previous Secretarial/PA career
Previous experience of working  one to one with Senior Manager

Organising a diary


	Working in a School environment
Experience of staff supervision

	Skills and Abilities


	To be able to prioritise a wide range of administrative duties

To be able to multi-task 

Strong organisational skills and act on own initiative
Verbal and written skills

Work under pressure
Ability to work alone and as part of a team

	

	Personal Qualities


	Strong commitment to the values and ethos of the school

Discreet and confidential

Reliable

Punctual

Motivated 

Hard-working

Good interpersonal skills with children and adults

	Experience of Catholic faith

	Knowledge and Understanding


	Microsoft Office: Word, Excel, PowerPoint and Internet

	First Aid (training will be given)
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