CALLIS GRANGE NURSERY AND INFANT SCHOOL

ADMINISTATIVE ASSISTANT
PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	· Good basic education

· High level of competency in literacy and numeracy

· High level of competency in IT
· Willingness to undertake further training

	

	Experience and attainments
	· Understanding of administration

· Good telephone manner

· Experience of functioning as part of a team

· Dealing with visitors/parents

	· Knowledge of ARBOR MIS system
· Knowledge of School Fund Manager

· Experience of working in a school environment

	Skills and abilities
	· Accurate record keeping skills

· Ability to handle confidential information

· Ability to prioritise

· Ability to work efficiently

· Ability to work to deadlines and at times under pressure

· Flexibility to cover extra hours where necessary, often at short notice

	· First Aid Certificate or willingness to train
· Budget management and reconciliation



	Knowledge
	· Knowledge of Administration 

· Knowledge of  Reception Duties

	

	Additional requirements
	· Excellent health and punctuality record

· Positive attitude

· High expectations of themselves and others
	


