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Highworth

Grammar School





	 
	Essential
	Desirable

	Qualifications and

Experience
	· GCSE English and Maths up to GCSE level grade C or above

· Experience of working in busy and demanding office environment

· Good ICT skills, particularly Microsoft Office applications

· Accurate and fast word processing

· High standard of written and spoken English

· Expertise with email

· Ability to take notes, minutes and draft letters

· Ability to tackle unfamiliar tasks with initiative, imagination and independence
	· Previous Administrative  experience

· School-based experience

· Working knowledge of SIMS (School Information Management System)

· Strong English Language qualification and/or Administration qualification

· Experience of working to strict policies and procedures



	Knowledge,

skills and abilities
	· Excellent telephone manner

· Ability to be self motivated

· Ability to work under pressure and stay calm at all times

· Ability to preserve confidentiality

· Ability to work efficiently at speed

· Ability to work independently as well as in a team 

· Good numeracy skills
	· Experience of working in a school environment

· Working knowledge of SIMS (School Information Management System)
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