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Person Specification
	Criteria
	Essential
	Desirable
	Method of Assessment

	Education qualifications and knowledge
	· NVQ Level 4 or equivalent
· GCSE English and Mathematics



	· Educated to degree level
· Clerical, secretarial, administration or customer service qualification
· Marketing qualification
· Accounting qualification
	Application
Qualification certificates

	Experience
	· At least three years’ experience of working in a busy office
· Evidence of competency in using Microsoft Office software
· Experience of working with budgets and preparing financial reports
	· Experience of working in an education setting

	Interview
Application
Reference
Test


	Knowledge, Skills and abilities
	· Well organised and methodical
· Able to prioritise workload and to meet deadlines
· Able to take the initiative with dealing with familiar tasks
· Familiarity with using a range of electronic media for communication 
· Understanding of health and safety issues relevant to the post
· Understanding the importance of confidentiality and an appreciation of the implications of the Data Protection Act
	· Understanding the aims and vision of the National Teaching Schools programme
· Understanding of the CPD requirements for special schools
	Interview
Application
Reference

	Personal qualities, skills and characteristics
	· Enthusiasm and positive attitude
· Resourcefulness and creativity
· Ability to work flexibility and cooperatively within a team
	
	Interview
Reference

	This post is subject to an Enhanced DBS (CRB) check
	


[bookmark: _GoBack]
Administrator Shanidar TSA -  JB and PS / January 2018
image1.png
N 9!
f@s
0 N

SHANIDAR

TEACHING SCHOOL ALLIANCE




