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PERSON SPECIFICATION – SENIOR ADMINISTRATOR 
 
	ESSENTIAL 
 
	DESIRABLE 

	 
	Criteria No. 
	ATTRIBUTE 
	Stage Identified 
	Criteria 
No. 
	ATTRIBUTE 
	Stage Identified 

	Qualifications & Education 
	E1 
 
E2 
 
 
 
	4 GCSEs or equivalent 
 
NVQ Level 3 in Administration, Business or equivalent experience 
 
	AF/C 
 
AF/C 
	D1

 D2
	Word Processing/Typing Qualification 
 NVQ Level 2 in Administration, Business or equivalent experience
	AF/C 

	Experience & Knowledge 
	E3 
 
 
E4 
 
 
 
E5 
 
 
 
E6 
 
 
 
 
 
	Previous Administrative Experience at senior level  
 
Knowledge of Data Protection requirements & understanding of confidentiality 
 
Experience of carrying out reception duties in a fast-paced office environment 
 
Experience of establishing and maintaining a range of management information systems, including databases and spreadsheets 
	AF/I/R 
 
 
AF/I/R 
 
 
 
AF/I/R 
 
 
 
AF/I/R 
	D3
 
 
D4
 
 
D5
	Awareness of child protection issues  
 
Knowledge and / or experience of First Aid. 
 
Experience of using school management information systems, such as Bromcom and MCAS. 
	AF/I/R 
 
 
AF/I/R 
 
 
AF/I/R 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Skills 
 
	E7 
	Ability to relate well to children and adults 
 
	AF/I/R 
	 
	 
	 

	 
	E8 
	Ability to work successfully as part of a team 
 
	AF/I/R 
	 
	 
	 

	 
	E9 
	Ability to maintain accurate records 
 
	AF/I/R 
	 
	 
	 

	 
	E10 
	IT Literate, capable of using MS Word / Excel and office packages 
 
	AF/I/R 
	 
	 
	 

	Personal  
Attributes 
	E11 
 
 
E12 
 
 
E13 
 
 
E14 
 
 
 
	Participate in development and training opportunities 
 
Excellent written and verbal communication skills 
 
Positive outlook with a solution focused attitude 
 
Willingness to support the Christian ethos of the school 
	AF/I/R 
 
 
AF/I/R 
 
 
AF/I/R 
 
 
AF/I 
 
	 
	 
	 

	 
	E15 
	Ability to abide by Academy policies and procedures  
 
	AF/I/R 
	 
	 
	 

	 Special Requirements


	E16 
	Motivation to work with children 
 
	AF/I/R 
 
	 
	 
	 

	 
	 
 
	 
 
	 
 
	 
	 
	 

	 
	 
 
	  
 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
	Key – Stage identified 
	 

	AF 
	Application Form 

	C 
	Certificates 

	T 
	Tests 

	P 
	Presentation 

	I 
	Interview 

	R 
	References 

	D 
	CRB Disclosure 


Issues arising from references will be taken up at interview, all appointments are subject to satisfactory references. 

