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Person Specification

Post:

PA to Principal and Vice Principal/HR Support                                                                         

Scale:

APT & C 6 (Pts 26-28)

                 
£23,398-£24,964 (pro-rata)


(Actual salary £20,204-£21,557)
Hours
:
8.00 am – 4.00 pm - Mon – Thurs (30 mins for lunch)


8.00 am – 3.30 pm - Fri


37 hrs per week – term-time + one week


(40 weeks per annum)
RESPONSIBLE TO:  The Principal working with the Principal, Vice-Principal and Business Manager.
	Essential Requirements
	Assessment

A = Application

I = Interview

	1
	Experience, qualifications and training

1 Recognised qualification(s) and/or experience in a PA/administrative role.

2 Good general standard of education (literacy, numeracy and ICT).

3 Proven experience in a similar role including diary management.
4 Experience of organising meetings and accurate minute taking.

5 Experience of managing and maintaining accurate records and filing systems.
6 Experience of working within an HR environment.
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	2
	Skills and abilities

1 Computer literacy and awareness with specific links to office. administration (inputting data, word processing, computerised MIS).

2 The ability to organise and prioritise workload so that deadlines are met.

3 The ability to execute complex instructions effectively.

4 Very good communication and interpersonal skills.

5 Able to take responsibility and work on own initiative.
6 The ability to handle people (students, parents/carers and staff) with tact, understanding and regard, particularly in stressful situations.

7 The ability to listen (often to sensitive and personal issues) and accurately transmit information (deciding what information to pass on, to whom and why – often of a highly confidential nature).

8 The flexibility and willingness to adjust to the demands of workload and the changing needs of the academy.
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	Essential Requirements
	Assessment

A = Application

I = Interview

	3
	Specialist knowledge

1 An interest and enthusiasm for education and working with young people.

2 Some skills in presentation and organisation.

	A & I

A & I

	4
	Commitment

1 Commitment to the academy’s values and principles, aims and policies.

2 Commitment to developing the academy as part of the local community.
	I

I
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