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School Business Assistant (Reader/Scribe) Grade C


	
	Essential
	Desirable

	
Experience
	
	
• Working in a school environment 
• Working with children 
• Invigilation of exams
• Previous experience in taking notes (preferably in an education environment


	
Qualification/ Skills
	
• GCSE Grade A - C in Numeracy and Literacy [or equivalent] 
• Excellent and clear communication and listening skills 
• Ability to work as part of a team or alone 
• Ability to relate well to children and adults 
• Fast, accurate and legible handwriting and spelling.

	


	
Knowledge
	
• Literate and numerate 
• Knowledge of Health and Safety procedures 
• Knowledge of Data Protection (confidentiality) 
• Equal Opportunities Awareness, understanding and commitment 
• Understanding of safeguarding procedures and appropriate confidentiality in a school setting 
• Commitment to undertake training to increase knowledge and understanding of safeguarding and child protection in the school environment

	

	
Special Aptitudes
	
• Flexible approach to work 
• Reliable and punctual 
• Able to keep calm under pressure 
• Able to use common sense and initiative as required 
• Smart appearance
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