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West SILC

B1 Administration Assistant - Person Specification
This information outlines the experience, knowledge and skills that are required of applicants for the above post.

Essential criteria are the minimum requirements and applicants must be able to meet these to be considered for the post.

Desirable criteria are non-essential but will strengthen an application and may be used to distinguish between acceptable candidates.
	
	Essential
	Desirable

	EXPERIENCE/

KNOWLEDGE


	· Experience of office administration and organisation 

· IT literate and proficient in Microsoft Office

· Excellent telephone manner

· Effective organisation skills

· Ability to communicate effectively, orally and in writing

· Ability to develop efficient working practices

· Prioritise and manage own time effectively

· Excellent, accurate keyboard skills
	Experience of working in a school environment in an administration capacity



	PERSONAL JOB RELATED SKILLS


	Skills & Personal Qualities 

· Commitment to quality and continuous improvement

· Accuracy and attention to detail

· Confidentiality

· Team and customer orientated

· Ability to work under pressure with a solution focused approach

· Able to manage own workload and meet deadlines, be well organised and proactive
· Flexible and resilient; able to adapt as the school grows 

· A “people person” able to build strong working relationships 

· Committed to undertaking continuous professional development

· Understands and is committed to the School’s Values.

· An understanding of and empathy with the issues facing children/young people with special educational needs and disabilities and their families.
	

	EDUCATION QUALIFICATIONS


	· Equivalent of 5 GCSEs including Grade C or above in Maths and English

· Word processing qualifications or experience (NVQ, CLAIT, ECDL)

· Excellent written and verbal communication skills, including excellent spelling
	NVQ Level 3 in Administration (or equivalent)

	OTHER REQUIREMENTS


	· Enhanced DBS check
	


