	[image: ]	Person Specification for Administration/Clerical Officer Grade 4

All candidates should demonstrate how well their qualifications and experience, personal qualities, skills, professional knowledge and understanding and knowledge of safeguarding meet the requirements of the person specification.

D = Desirable, E = Essential

Name of Candidate:		Date:	

	Qualification and experience
	
	RAG or 1-2-3
	Notes

	Candidates should have:
	
	
	

	1. 
	GCSE at Grade C/4 in English and Maths (or equivalent qualifications) or equivalent experience
	E
	
	

	2. 
	NVQ Level II in Business Administration / Customer Service / IT or equivalent experience
	D
	
	

	3. 
	Experience of working within an office environment
	E
	
	

	4. 
	Experience of working in a public facing role.
	E
	
	

	5. 
	Relevant experience within the educational sector
	D
	
	

	6. 
	Working knowledge of Microsoft Office packages including Outlook, Excel and Word.
	E
	
	

	7. 
	Understanding of data protection issues and the ability to maintain confidentiality
	D
	
	

	8. 
	First Aid training
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	Personal qualities
	
	RAG or 1-2-3
	Notes

	Candidates should:
	
	
	

	1. 
	Demonstrate a passion for education
	E
	
	

	2. 
	Have the courage and willingness to make mistakes in the pursuit of excellence and the humility to learn from them
	E
	
	

	3. 
	Striving for personal best, by being reflective, resilient, hardworking and adaptable
	E
	
	

	4. 
	Demonstrate excellent interpersonal skills; listen to and consider the views of others, communicate effectively and develop positive relationships with all stakeholders
	E
	
	

	5. 
	Can maintain trust and confidentiality where appropriate
	E
	
	

	6. 
	Relates to and motivates pupils
	E
	
	

	7. 
	Ability to prioritise and work to strict/conflicting deadlines
	
	
	



	Safeguarding
	
	RAG or 1-2-3
	Notes

	Candidates should have:
	
	
	

	1. 
	Knowledge of national and local safeguarding guidance
	D
	
	

	2. 
	Experience of safeguarding and promoting the welfare of children and young people
	D
	
	

	3. 
	A commitment to work with relevant staff to protect children and young people
	D
	
	

	4. 
	Knowledge of best practice and procedures in school for safeguarding children and young people
	D
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	Key Responsibilities
	
	RAG or 1-2-3
	Notes

	Candidates should have experience in:
	
	
	

	1. 
	Admin Support: Managing school records, student databases (SIMS), and producing correspondence.
	E
	
	

	2. 
	Reception: Acting as the first point of contact for parents and visitors.
	E
	
	

	3. 
	Finance: Assisting with cash collection, booking systems, and simple bookkeeping. 
	D
	
	

	4. 
	Attendance: Monitoring student attendance and assisting with reporting.
	D
	
	



The successful candidate will be required to undergo an enhanced check from the Disclosure and Barring Service (DBS).
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