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Person Specification: Admin Assistant

	
	Essential
	Desirable



	Confidentiality
	· Ability to receive and process confidential information appropriately

· Ability to maintain confidentiality at all times
	

	Experience and Knowledge
	· Competency with software eg Microsoft word and spreadsheets eg Microsoft excel

· Good numeracy and literacy skills

· Good understanding and ability to use relevant technology eg photocopier

· Keyboard/computer skills

· Understand the statutory requirements of legislation concerning Safeguarding and Child Protection, Equal Opportunities, Health and Safety and Inclusion

· Experience of working successfully and co-operating as a member of a team
	· Experience of general clerical/administrative work

· Knowledge of relevant policies and codes of practice and an awareness of current legislation

	Qualifications and Training
	· GCSE or equivalent at Grade C or above in English and Maths

· Excellent communication skills both verbal and written
	· Experience of working with school management programmes

	Abilities and Personal Qualities
	· Ability to manage time effectively, prioritise tasks and meet deadlines whilst producing accurate work

· Good record keeping skills

· Ability to work independently using initiative

· Ability to demonstrate a flexible and adaptable approach to work

· Ability to be a good ‘team player’ including working co-operatively with other members of the school community
· Good communication skills with both adults and children, including a good telephone manner

· Ability to deal with difficulty situations in a calm and efficient manner

· Approachable, friendly and empathetic recognising that you are the first point of contact, representing the school

· Be smart in appearance

· Ability to approach new tasks confidently

· A good sense of humour!
	· Support the School Vision and Values

	Training
	· Willingness to undergo a DBS check plus a range of other recruitment checks

· Willingness to attend training courses relevant to the position
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Valuing Everyone in our school, in our community, in our world.
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