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Essential
	
Desirable
	
How Assessed


	Education and Qualifications
	
	
	

	
	5 GCSEs at grade 4 or above, including English and Maths.
	
	
	A

	Experience
	
	
	

	
	Working in a children’s setting.
	
	
	A

	
	Administration including producing letters, recording, ordering, receiving orders and cataloguing equipment and materials.  
	
	
	

	
	Applying first aid skills.
	
	
	A

	Skills, Abilities & Competencies
	
	
	

	
	Organisational and prioritisation skills in completing multiple tasks with attention to detail and accuracy.
	
	
	A I 

	
	Interpreting school data and information.  
	
	
	A I

	
	Using Microsoft Word, Excel, and PowerPoint.
	
	
	A 

	
	Effective communication skills and can adapt these, both written and verbally to appropriate audiences both internal and external.
	
	
	A I 

	Knowledge
	
	
	

	
	Health and Safety in the workplace obligations, under the Health and Safety at Work Act 1974.
	
	
	A I 

	
	Safeguarding.
	
	
	A I 

	
	First Aid.
	
	
	A I 

	General
	
	
	

	
	Full driving license, access to a car and willingness to travel within the school’s local community.
	
	
	A 

	
	Discretion, professionalism, and diplomacy. 
	
	
	A I R

	
	Reliable and a supportive team member willing to assist colleagues to meet deadlines and cover each other’s leave.
	
	
	A I R

	
	Can build and maintain effective working relationships with school staff and parents.
	
	
	A I

	
	Can work autonomously with limited supervision.
	
	
	A I

	
	Committed to continuous improvement.
	
	
	A I

	
	Committed to ensuring diversity and inclusion.
	
	
	A I

	
	Committed to ensuring the health and safety of self and others.
	
	
	A I
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