Golborne High School

PERSON SPECIFICATION:   DATA AND ADMIN ASSISTANT
	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Qualifications / Experience

	· Nationally recognised qualifications, including a minimum of 3 GCSEs (Grade C/4 or above), including English and Mathematics.
· Experience of working in an administrative role.
· High level of ICT competency and experience of using Microsoft Office applications, particularly Excel, Word and Outlook.
· Experience of maintaining accurate records and databases.
· Ability to analyse, interpret and present information accurately.
· Experience of handling confidential and sensitive information.
	· Experience of working in a school environment.
· Experience of Arbor or other Management Information Systems.
· Experience of data analysis and reporting.
· Experience of GDPR-related administration and document redaction.
· Experience of supporting examinations, admissions or timetabling processes.
· Experience of digital asset management, reprographics or IT support functions.
· First Aid qualification.

	· Application Form
· Selection Process

	Developing Self and Working with Others

	· Ability to communicate effectively with colleagues, pupils, parents and external agencies.
· Ability to work independently and as part of a team.
· Ability to build and maintain effective working relationships.
· Willingness to learn new systems and procedures.
· Ability to contribute positively to team objectives and service improvement.
· Ability to reflect on and evaluate own practice.

	· Commitment to undertaking professional development and relevant training, including GDPR, First Aid and data management training.
· Experience of supporting or training colleagues in administrative systems and procedures.

	· Application Form

· Selection Process
· References

	Personal Qualities & Attributes
	· Proactive and flexible approach to work.
· Ability to use initiative and solve problems within established procedures.
· Excellent organisational and time-management skills with the ability to prioritise competing demands and meet deadlines.
· Strong attention to detail and commitment to accuracy.
· Excellent interpersonal and customer service skills.
· Ability to work calmly and effectively under pressure.
· Professional approach with integrity and discretion.
· Ability to maintain strict confidentiality.
· Reliable, adaptable and resilient.
· Commitment to high standards of work.

	· High level of emotional intelligence.
· Interest in educational data, information management and administration systems.
· Confidence in supporting a range of administrative functions across different departments.
	· Application Form
· Interview
· References

	Safeguarding Children
	· Commitment to safeguarding and promoting the welfare of children and young people.
· Understanding of the importance of confidentiality and appropriate data handling.

· Commitment to equality, diversity and inclusion.

· Ability to work in accordance with the school’s Health and Safety Policies.
· Legally entitled to work in the UK.

	· Knowledge of safeguarding legislation and statutory guidance.
· Knowledge of GDPR and information governance requirements.

· First Aid training or willingness to undertake training.

· Knowledge of Health and Safety requirements within a school.


	· Application Form
· Selection Process
· References
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