Person Specification
Administration Assistant (Inclusion and People)
	
	Essential
	Desirable

	Qualifications and Training
	•  5 GCSEs at grades 1–9 (or equivalent), including Maths and English
	•  Level 3 qualification in administration or equivalent, or a willingness to undertake this qualification

	Experience
	•  At least two years’ experience in an administrative based role
•  Excellent computer/keyboard skills
•  Ability to plan and organise effectively
	•  Experience of administration in a school or trust setting
•  Experience of maintaining compliance records, such as the Single Central Record

	Knowledge and Skills
	•  Confident use of Microsoft Word, Excel and PowerPoint
•  Good listening, verbal, numeracy and literacy skills
•  Excellent attention to detail and accuracy
•  Ability to organise their time and work to deadlines
•  Ability to maintain confidentiality and handle sensitive information with discretion
•  Willingness to participate in training and development opportunities
	•  Preparation of agendas and accurate, concise minutes
•  Knowledge of safer recruitment and the Single Central Record (full training will be provided)
•  Knowledge of SharePoint or similar document management systems

	Personal Qualities
	•  Excellent communication skills, with the confidence to communicate professionally at all levels
•  Highly organised and proactive
•  Professionalism, discretion and a commitment to getting things right
•  Ability to work well as part of a team
•  Flexibility and reliability
•  Ability to bring initiative, enthusiasm and commitment to the role
	

	Special Conditions
	•  Sufficiently fluent in spoken English to ensure effective performance in the role
•  Willingness to undertake an enhanced Disclosure and Barring Service (DBS) check
	



