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PRIORY INFANT SCHOOL

PERSON SPECIFICATION FOR ADMINISTRATION ASSISTANT

	
	Essential
	Desirable

	Qualifications
	· High standard of general education (Literacy & Numeracy)
· Good word processing skills
· IT literate
	· Additional relevant professional qualifications 


	Experience
	· Recent experience of working in a busy office environment
· Understanding of importance of child protection & safe guarding children 

· Experienced in handling sensitive & confidential information
· Experience of relaying and recording accurate information both written & verbal

	· Experience of working effectively within a team
· Evidence of ability to prioritise & plan work effectively to meet task deadline/timeline
· Previous experience of working in a Primary School setting
· Knowledge of Ofsted Safeguarding requirements


	Knowledge and  skills
	· Good working knowledge of Microsoft Word
· Excellent communication skills both written & verbal with the ability to produce accurate documentation and reports.
· Good working knowledge of Sims.net packages 
· Knowledge and understanding of using emails

	· Working knowledge of Excel
· Knowledge of attendance procedures in schools



	Qualities and attributes
	· Adaptable
· Flexible
· Well developed time management and administrative skills
· Empathy with children whatever their needs
· Ability to work with minimum supervision, maintaining a calm and methodical approach to work

· A positive sense of humour

· A good record of attendance and health

· A commitment to working in a team to achieve a common goal

· Ability to stay calm under pressure

· Willingness to learn and develop new skills
· Confidence to be the “welcoming face” of Priory Infants when dealing with parents, visitors & stakeholders’ enquiries


	· “Can do” attitude – finds solutions to problems




