



PERSON SPECIFICATION
DISPLAY ASSISTANT

	Attributes
	Essential
	Preferred

	Education/
Qualifications
	· Educated to GCSE level with good grades in English and maths 
	· Qualification in Art or Design

	Experience
	· Experience of administrative work and providing customer service
· Experience of keeping, maintaining and filing records
· Experience of Microsoft software e.g. Word, Excel, Publisher, PowerPoint
	· Experience of working in a school
· Experience of Bromcom
· Previous experience of working with children

	Skills/Knowledge/ Aptitude/ Personal Qualities
	· Ability to perform the duties on the job description
· Excellent verbal and written communication skills
· Good interpersonal and organisational skills
· Ability to work as part of a team and to use own initiative when required
· Ability to cope with conflicting demands, deadlines and interruptions, whilst maintaining attention to detail and a calm, pleasant manner
· Work well under pressure
· Ability to maintain confidentiality at all times
· Reliable and dependable
· Well presented
	· Experienced in using a range of materials to create displays of a high standard
· Demonstrable creative flair
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	Attributes
	Essential
	Preferred

	Physical
	· Good general fitness and mobility
	

	Other
	· Willingness to learn new skills and undertake further training
· To work the required hours as specified in the General Information for this job
	· Willingness to sometimes adjust working arrangements to meet changed circumstances
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