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Sixth Form Administrative Assistant Person specification

At St Catherine’s, we don’t believe in a single, carbon-copy model of what constitutes an excellent teacher, leader or member of support staff. The best people come in all shapes and sizes. We’re looking for candidates who bring a breadth of experience and fresh eyes, both inside the classroom and beyond.

The following list offers a brief snapshot of the attributes we value. In all cases, we’d be looking for direct examples of how you have embodied these characteristics throughout your career along with your potential to move us on and demonstrate excellence: 

· Leadership. At every level of school life, we seek people who can take responsibility and shape outcomes for the better, with or without the input of management 
· Positivity. Working with children should be a pleasure and a privilege. We expect colleagues to bring a vibrant, can-do approach to the job 
· A willingness to learn and improve. Professional development underpins our practice at St Catherine’s from top to bottom. We want colleagues to be receptive to constructive feedback and push themselves to improve 
· Teamwork. This job is about building partnerships and helping others to thrive. We’re looking for collegiate, good-natured colleagues with a sense of humour and shared purpose 
· Inspiration. A key responsibility of all St Catherine’s colleagues is to inspire students to have a thirst for knowledge and aspire to fulfil their potential. 

Eligibility 

To be considered for this position, you must: 

· be a practising Catholic and/or demonstrate a strong commitment to Catholic education values
· GCSE grade C or above (or equivalent in both English and Mathematics).
· Requirement to participate in training/development as/when identified by line manager as essential for the performance of the post. 
· Willingness to participate in other development and training opportunities











Sixth Form Administrative Assistant Person Specification
	Criteria
	Qualities
	Essential/ Desirable
	Identified in Application Form (AF), Letter (L), Reference (R) or at Interview (I)

	Qualifications 
and training
	Educated to degree level.
	Desirable

	AF

	Skills and knowledge
	Imbued with the vision and drive to ensure all our students can succeed
Proven experience of working with children of relevant age in a learning environment
Excellent communication and organisational skills
Knowledge of effective office practices 
A good understanding of children
Ability to build effective working relationships with pupils
Knowledge of guidance and requirements around safeguarding children
Knowledge and understanding of Sixth Form funding, bursaries and post-18 applications
Knowledge of effective behaviour management strategies
Proficient at using ICT 
Effective communication and interpersonal skills
Ability to inspire others
Ability to build effective working relationships with staff and other stakeholders
	Essential

Desirable
Essential

Desirable
Desirable
Essential
Essential
Desirable
Desirable
Essential
Desirable
Essential
Essential
Essential
	L/ I/ R

I
L/ I/ R

L/ I/ R
I/ R
I/ R
I/R
I/ R
I/ R
I/ R
L/ I/ R
L/ I/ R
L/ I/ R
L/ I/ R


	Personal qualities
	Enthusiastic and passionate about education
High expectations for all pupils and belief in bringing out the best in all
Commitment to upholding and promoting the ethos and values of the school
Commitment to always act with integrity, honesty, loyalty and fairness to safeguard the assets, financial integrity and reputation of the school
Ability to work under pressure and prioritise effectively
Able to motivate and inspire colleagues and students
Commitment to maintaining confidentiality at all times
Commitment to equality
	Essential
Essential

Essential

Essential

Essential

Essential
Essential

Essential
	L/ I/ R
L/ I/ R

I/ R

I/ R

I/ R

L/ I/ R
I/ R

I/ R
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