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PERSON SPECIFICATION

ADMINISTRATION ASSISTANT

	Assessment Method
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application form and interview
	· Experience of general clerical/administrative work. 

· Willingness to participate in relevant training and development opportunities. 

· A-C/4+ Math’s and English at GCSE (or equivalent)

· NVQ 2 or equivalent qualification or experience in relevant discipline.

· Hold or have a willingness to obtain First Aid at Work Certificate
	√


	

	Application form and interview
	· Experience of working within a school environment
	
	√



	Application form and interview
	· Must be IT literate and able to use a variety of Microsoft software, including Word and Excel.

· Must be numerate and literate.

· Attention to detail with the ability to prioritize workload and meet deadlines.

· Ability to work effectively within a team environment, understanding classroom roles and responsibilities.

· Ability to build and maintain effective working relationships with all pupils and colleagues.

· Ability to promote a positive ethos and role model positive attributes.

· Ability to continually develop and extend own working practices.

· Ability to communicate well and have a good telephone manner.
	√
	

	Application form and interview
	Personal qualities:

· Excellent timekeeping and reliability.

· Clearly spoken English.

· Confident.

· Well presented.

· In addition, you must be able to provide two references and pass a DBS check.
	√
	

	Application form and interview
	· Word processing qualification.

· Working with children in a paid or voluntary capacity.
	
	√


Employees of the school have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protect
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