	

	Apprentice Business Administrative Assistant
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educating for life






	Attributes
	Essential
	Desirable
	How Identified

	Qualifications
	Ability to pass an initial assessment of literacy and numeracy
	
	Test
Application

	Experience 
	Working on MS Office software packages
Meeting deadlines

	
	Interview

Application



	Knowledge
	Understanding of the needs of staff and students in a school
	
	Application
Interview

	Skills and Abilities
	Good IT skills including word processing, data inputting and email
Good communication skills, written and verbal

Ability to work as part of a team

Good organisational skills

Ability to present yourself in a professional and approachable manner

The willingness to learn new skills and undertake training as required


	
	Interview

Application

	Safeguarding


	Able to demonstrate an understanding of safeguarding


	Have an understanding of and be able to demonstrate a commitment to Equal Opportunities and Diversity
	Interview

Application


All appointments at Priestnall School are subject to the receipt of successful references and enhanced DBS
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