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Person Specification for Administrative Assistant
	
	Essential
	Desirable

	Qualifications
	· Excellent literacy and communication skills, including written and oral, and educated to GCSE or equivalent level C grade or above in English and Maths
	· First aid qualification

	Experience
	· Previous office/administrative experience necessary
· High level of competence in use and application of IT, including Work and Excel and working knowledge of support systems
· Ability to learn new systems including day-to-day updating of the school website
	· Experience of working in a school environment
· Experience of education systems e.g. SIMS, FMS, Parentmail

	Knowledge and Skills
	· Ability to work as a member of the team and actively promote teamwork
· Ability to work under direction and pressure

· Ability to prioritise, plan, organize work and meet deadlines within a busy environment

· Ability to cope with interruptions

· Ability to accurately proof-read documents

· Excellent attention to detail and to work without direct supervision

· Good problem solving skills

· Professional communication manner

· Ability to work confidentially, keeping work-related issues and discussions to the workplace.
· Have an understanding of GDPR compliance

· To follow and understand school policies and procedures

· Have an awareness of and work within national legislation and procedures relating to Health & Safety and safeguarding
	· Able to seek our information and disseminate to others

	Personal Qualities
	· High standards of honesty and integrity
· Enthusiastic, with a commitment to providing a high quality service

· Able to maintain confidentiality in all circumstances

· Good communication and interpersonal skills

· Proactive ‘can-do’ approach to work, being responsive, empathetic and supportive to all with the school

· Flexible to enable a responsive service at all times – ability to work under pressure

· Hard working and enthusiastic, presenting a professional manner at all times

· Ability to develop nurturing relationships with children
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