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HR APPRENTICE - PERSON SPECIFICATION

	
	Essential Criteria
	Desirable Criteria
	Measured By

	Education and Qualifications
	· GCSE’s grade C or above in English and Maths or equivalent
· Working towards Level 3 HR Apprenticeship Qualification 
	
	Application Form
Certificate Check

	Knowledge and Experience
	· Basic knowledge of Microsoft Office (e.g. Outlook, Word, Excel)
· Some experience of administrative tasks (e.g. through school, part-time work, volunteering, or work experience)
	· Experience of working in an administrative environment, dealing with sensitive and confidential matters. 
· Awareness of HR or school environment 
	Application Form
Interview

	Skills and Abilities
	· Good written and verbal communication skills 
· Ability to follow instructions and work with guidance 
· Organised with attention to detail
· Ability to manage own workload with support 
· Able to maintain confidentiality and handle sensitive information appropriately 
· Willingness to learn and develop new skills 
· Ability to work as part of a team
· Basic IT skills

	· Confidence in communicating with a range of people
· Willingness to take initiative as confidence grows

	Application Form
Interview
Test

	Personal Attributes 
	· Positive and professional attitude
· Reliable and punctual 
· Willing to learn and receptive to feedback 
· Demonstrates a commitment to equality, diversity and inclusion
	· Interest in developing a career in HR

	Application Form 
Interview


	Other
	This post is exempt from the Rehabilitation of Offenders Act 1974. An enhanced Disclosure and Barring Service check will be required prior to appointment
	DBS Disclosure
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