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POST TITLE: Administrative Assistant
St Edmunds Site
	
	ESSENTIAL
	How Identified
	DESIRABLE
	How Identified

	Qualification/
Training/
Competences
	NVQ 3 or equivalent qualification or experience in relevant discipline

Proficient at working  with Windows packages and e-mail 

Very good numeracy/literacy skills


	Application Form


Selection process
	Evidence of further training in school-based support

ECDL or equivalent qualification

Management Information System Training (SIMS training)
	Application Form


Selection process

	Relevant Experience
	Experience of the development, management and operation of administrative systems

Experience in working with colleagues and external agencies

Experience of working to deadlines

	Application Form


Selection process

Interview
	Experience of development, management and operation of administrative systems in a school-based setting 

Experience in using a Management information System (SIMS)
	Application Form


Selection process

Interview

	Knowledge
	Effective use of ICT and other specialist equipment/resources



	Application form

Interview


	Knowledge of data collection systems such as SIMS, Personnel

Working knowledge of relevant polices/codes of practice and awareness of relevant legislation

Knowledge of Child Protection Policies and procedures
	
Application form

Interview



	Skills
	Ability to relate well to children and adults

Very good communication skills, both oral and written

Ability to work in a busy environment  with constant distractions and interruptions

Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

Good organisational skills

Good interpersonal skills

Ability to self-evaluate learning needs and actively seek learning opportunities

To be sensitive to the needs of children and adults and to understand the need for confidentiality.

Ability to work to deadlines

Very good ICT skills
	Application Form


Selection process

Interview

References
	
	

	Special Circumstances
	Occasional attendance at meetings outside normal hours

	
	
	




James Rennie School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Therefore, an enhanced DBS check including the barred list will be required for the successful candidate and other procedures and checks will be followed as laid out in our Safeguarding Policy

image1.png
e James Rennie School
RLearning together




image2.jpeg
"\ /g
Eden

Academy Trust




