Woolston Brook School

NOTE TO APPLICANTS
Whilst all points on the specification are important, those marked ‘E’ (essential) are the key requirements.  You should pay particular attention to these points and provide evidence of meeting them.  Failure to do so may mean that you will not be invited for interview.

	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	EXPERIENCE


	1. Ability to utilise Information Technology systems to facilitate efficient service delivery.     E

2. Experience of working as part of a team.                                                                            E

3. Experience of working in an educational or training environment.                                      D
4. Approximately 2 years experience in a similar role.                                                            D

	AI

AI

AI

A

	SKILLS AND ABILITIES


	5. Demonstrate capacity to prioritise a heavy workload.

                                        E
6. Ability to work under pressure and meet deadlines.

                                        E
7. Ability to monitor resources effectively.


                                                    E
8. Good interpersonal and organisational skills.


                                        E
9. Ability to produce numerical/written work without supervision.
                                        E

10. Ability to deal with confidential material.



                                        E
	I

AI

AI

I

AI

AI




	   EDUCATION/QUALIFICATIONS/KNOWLEDGE
Consider level and type e.g.

vocational training, job-related


	11. Education to GCSE or equivalent standard, 5 GCSEs or equivalent – including Maths and English  E

12. Knowledge of educational systems and procedures.
      D
13. Awareness of Adult and/or 14-19 Learning and Training.     D

	A

AI

AI

	OTHER REQUIREMENTS

 Hours of work, rota patterns, 

 working conditions, location and 

 the requirement to drive should 

 be stated if essential to the job

  
	14. N/A
	

	COMMITMENT TO EQUAL

 OPPORTUNITIES

 Consider the level of 

 understanding and knowledge 

 required
	15. Provide evidence of commitment to valuing diversity and promoting equal opportunities.                           E
	

	 COMMITMENT TO SERVICE

 DELIVERY/CUSTOMER CARE

 Consider level of knowledge

 required
	16. Demonstrate a high level commitment to customer care, in particular providing an effective service to clients. E 


	


	COMPLETED BY
	DATE
	APPROVED BY
	DATE

	
	
	
	


METHOD OF ASSESSMENT (* M.O.A.)

A = APPLICATION FORM, C = CERTIFICATE, E = EXERCISE, I = INTERVIEW, P = PRESENTATION, T = TEST, AC = ASSESSMENT CENTRE

Glob/Restructure/New person spec
PERSON SPECIFICATION – Administrative Assistant 








