Secretary/Attendance Officer Person Specification
	AREA
	ESSENTIAL
	DESIRABLE

	Qualifications and experience
	· English & Maths GCSE or equivalent Grade C or above.
· Knowledge of a range of computer programmes, in particular Word and Excel

	· NVQ level 2/3 in administration
· First Aider qualified

· Ability to use SIMs
· Working as a secretary or PA in an office or school environment; 


	Knowledge skills and abilities
	· Able to use own initiative
· Efficient and warm telephone manner. 

· Excellent interpersonal skills
· Ability to organise own work load effectively and meet deadlines
· Demonstrate an understanding of the role in school.
	· Understanding of school attendance registers.
· Understanding of health and safety issues in the work place once explained.

· Ability to accurately make notes at a meeting.

	Personal Qualities
	· Friendly approachable and efficient.
· To be calm under pressure 

· Sympathy to the aims and ethos of a C.E. school
· Self-motivated
· Resourceful 

· Ability to work under pressure
· Organised and tidy


	· Good sense of humour


