St Joseph’s Catholic Academy Huddersfield

[image: image1.jpg]



Person Specification:                                                              School Administration Officer
The Person Specification is an important part of the application process and will be used to shortlist candidates.  You will need to demonstrate in your supporting statement/application form how you meet the following criteria.

	
	Essential
	Desirable

	Qualifications & training

	The School Admin Assistant should have;
· English & Mathematics GCSE Grade C or above
· Be experienced in the use of Microsoft Excel and Microsoft Word.
· Be numerate and accurate. 

· Excellent communication skills, both verbal and written.
	

	Experience
	The School Admin Assistant should have;
· Experience of working in a busy School office environment
· Knowledge and experience of using the Arbor database or similar MIS system.
· Experience of working successfully and co-operating as a member of a team.
· Be able to prioritise workloads; have excellent time management skills.
· Be able to work under pressure and meet deadlines.
· Produce accurate work.
· Be able to use initiative.

	

	Professional Values
	The School Admin Assistant will;
· Wish to work within a Catholic School and be sympathetic to the school’s ethos and aims to meet the expectations of the school’s governing body.
· Establish and maintain good professional relationships with pupils, parents and colleagues.
· Understand the importance of confidentiality when working in the school office.
· Adopt a flexible approach to working. 

	

	Knowledge and understanding
	The School Admin Assistant should;
· Understand the statutory requirements of legislation concerning Safeguarding, including Child Protection, Confidentiality Equal Opportunities, Health & Safety and inclusion.

	· 

	Personal characteristics
	The School Admin Assistant should be;
· Knowledgeable and highly competent

· Punctual 

· Approachable and empathetic

· Creative and enthusiastic

· Organised and resourceful

· Committed
· Of smart appearance
	

	Legal requirements
	The School Admin Assistant should:

· Have or be willing to undergo an Enhanced DBS disclosure check.

	


