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ADMIN ASSISTANT - PERSON SPECIFICATION

	
	Essential
	Desirable
	How Assessed

	Qualifications

GCSE grades 9 to 4 (A*to C) including english and Maths

Educated to NVQ level 2 or equivalent knowledge and experience
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	Experience

Previous work in school setting

Experience using Management Information software 

Proven experience as office assistant or in another relevant administrative role for at least 12mnths

Proficient user of MS office software and cashless systems

Proven organisational and time management skills

Experience of successfully working in a team

Experience using general IT systems and Microsoft office applications including Outlook, Word, and Excel 
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	Knowledge

Understanding the importance of confidentiality and appreciation of the implication of GDPR / Cyber Security

Understanding the context in which academies are operating. 

Understanding of the rules around safeguarding and child protection within academy settings.

Understanding of, and commitment to Equal opportunities, and the ability to apply this to day-to-day situations.
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	Skills 


Excellent time management skills and the ability to prioritise workloads and multitask

Must be open to a level of flexibility – to meet peaks and flows of work, and able to work in a fast-paced environment

Excellent interpersonal and communication skills – able to deal with a variety of people sensitively and, when necessary, assertively

Able to operate effectively as a member of a team and contribute to friendly and supportive environment

Standard keyboard skills, working knowledge of office equipment and ICT skills and to use a range of databases and software packages

Must have a good standard of literacy and numeracy skills
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	Attributes

Must be personable and professional at all times, demonstrating impartiality and the ability to act with complete integrity

Must be resilient and reliable

Must be committed to and representative of INMAT’s mission, vision, and values

Self-motivated with a drive for continuous improvement – must be willing to undertake ongoing training
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App = Application Form 
Doc = Documentary Evidence (E.g., Certificates)
Int = Interview 
Ref = Reference
Test = Test 
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