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Person Specification for Business Administration Apprentice  
     
● 5 GCSE’s including English and Maths (minimum Grade 4 or functional skills equivalent through the apprenticeship process)  

● Excellent administration, organisation and planning skills  

● Ability to relate well to young people and to adults.  

● Knowledge for developing and implementing a range of administrative procedures 

 ● Significant use of IT systems and Microsoft packages  

● Good interpersonal and communication skills including tact, diplomacy, a high degree of confidentiality, discretion, attention to detail 

 ● Awareness of appropriate policies within a school i.e.  Safeguarding etc

 ● Understanding of issues linked to confidentiality 

● Builds personal relationships with stakeholders, through regular contact and consultation  

● Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of team members  

● Works with others to resolve differences of opinion and resolve conflict  

● Requires minimum supervision 
 
● Takes quick and effective action  

● Ability to keep calm at all times, even under pressure 

● Of smart, personable appearance 
 
● Demonstrates focused implementation of role and responsibilities  
● Is accountable for own development and encourages the ownership of development needs amongst team members  

● Ability to work as part of a team

● Willingness to undertake first aid training qualification. 
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