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Person Specification - General Administrator
	
	
	Essential
	Desirable

	Experience
	1. All aspects of general administration
2. Experience of working in a reception area
3. Experience of working in an administrative capacity in schools
	
	

	
	4. 
	

	

	Qualifications
	1. GCSE Grade C or above (or equivalent) in Maths and English

2. Typing qualification to RSA Level 2 (or equivalent)

3. Administrative qualification
	
	

	
	4. 
	
	

	Special Knowledge and Skills
	1. Ability to deal with sponsors, governors, external organisations children, staff, parents and visitors to the Academy in a calm, polite and friendly manner.

2. Ability to work constructively in a team.

3. Ability to communicate effectively both orally and in writing.

4. IT skills – Microsoft Word, Excel and PowerPoint.

5. Typing skills – ability to touch type at a professional speed.

6. Willingness to extend computer skills.

7. Organisational skills, flexibility, the ability to work independently and prioritise.

8. Ability to handle confidential information with complete discretion.

9. Ability to deal with the needs of students/parents with sensitivity and understanding. 

10. Understanding of the main issues in Health and Safety and a willingness to undertake any training that may be required.

11. Initiative, maturity, flexibility, efficiency, resilience and the ability to learn.
12. Ability to work under pressure and to tight deadlines
	
	

	
	
	
	

	Personal Attributes
	1. Energy, enthusiasm and the ability to keep things in perspective 
2. A sense of humour 
3. Commitment to learning for oneself and the development of own skills and knowledge

4. Commitment to professional development in oneself 
5. Commitment to safeguarding young people 
6. Resilience 
	
	


