	Brookland Junior School; Person Specification

	JOB TITLE : Admin Assistant

Grade: Level 1 Grade B
Term time only

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the requirements of the post. It will be used in the short listing and interview process for this post. 

	CATEGORY
	Essential
	Desirable

	QUALIFICATIONS/EXPERIENCE

· Educated to at least GCSE level in Maths and English or equivalent 

· Experience of working in an office
· Have experience of word excel and online platforms
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	SKILLS

· Be able to relate well to adults and children

· Have good communication, persuasion and negotiation skills

· Have good listening skills

· Be patient

· Be able to work effectively as part of a team

· Be able to take direction but be prepared to take the initiative when required

· Good computer skills including word processing

· Be physically fit and able to carry out the role

· Be able to multi task

· Be able to prioritise tasks
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	PERSONAL QUALITIES

· Have natural authority and be able to establish clear boundaries

· Be sensitive to the needs of children 

· Be respectful and maintain pupil dignity at all times

· Be flexible and adaptable

· Be committed to undertaking appropriate induction training and be committed to own professional development.

· Be trustworthy and discreet, maintaining confidentiality

· Have a good sense of humour

· Have an excellent attendance record

· Have good interpersonal skills

· Be able to work sensitively with colleagues and a range of professionals and pupils
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