Person Specification – Teaching Assistant


	
	Essential
	Desirable

	Education, Qualifications and Training
	· GCSE (A-C or Gd 4-9) or beyond in English and Maths 

	· First aid trained


	Experience
	· Previous experience of working in an office environment

	· Previous experience of working in a School Office


	Knowledge and understanding
	· Good working knowledge of ICT  systems inc Word & Excel 
· Understanding of Data protection & confidentiality
· Understanding of the school’s ethos and values
· Understanding of Safeguarding
	· Specific knowledge of School MIS systems, preferably SIMS
· Both Microsoft and Google software packages. 


	Skills
	· Ability to relate well to children and adults, being sensitive to individual needs
· Ability to work constructively as part of a team, understanding roles and responsibilities and your own position within these. 
· Ability to communicate effectively in English, both written and verbally. 
· Ability to work flexibly in support of the school. 
· Ability to pay close attention to detail to ensure accuracy, resourcefulness, enthusiasm, patience, resilience and a sense of humour. 
· Ability to work independently and with initiative. 
· Ability to deal with everyone in a positive and professional manner, which promotes a positive image in line with our school’s vision and ethos.

	Personal Qualities
	· Exceptional Interpersonal and communication skills
· A positive, can-do attitude and a sense of humour
· Calmness under pressure
· An understanding of the essential need for tact, diplomacy, confidentiality and discretion at all levels within the school 
· Enthusiastic, organised and highly motivated 
· Ability to plan and manage tasks without direct supervision
· Technical Proficiency
· Fully committed to training and development opportunities




