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Office Assistant

Person Specification

Essential

· Professional personal presentation and behaviours

· A passion to work in school with children
· A cheerful disposition and a sense of humour
· Ability to remain calm and professional under pressure

· Excellent written and verbal communication skills

· Good ‘customer service’ skills

· Good ICT and accurate data input skills with the ability to produce a range of documents using

· various software packages

· Good standard of education including GCSE grade C or above, or equivalent, in English & Maths

· Good organisational skills

· Ability to learn quickly and a willingness to undertake training courses if necessary

· A commitment to furthering your own professional, skills, knowledge and abilities

· Ability to prioritise own workload, work to deadlines and use own initiative

· Loyalty to colleagues and to the School

The ability to effectively:

· Work well as part of the whole school team

· Interact courteously and confidently with teachers, parents, children and visitors

· Recognise and deal with emergency situations

· Be discreet and maintain pupil and staff confidentiality
· Previous experience of working in a primary school or an office environment
Desirable

· Proficiency in Microsoft Office

· Knowledge of First Aid

· Cash handling experience

The offer of the job will be subject to a satisfactory enhanced CRB check and health

clearance for the role.
